





Every essential feature engineered into 
2 great office typewriters! 


De tHe att-wew Smith-Corona “Eighty-Eight” secretariat 


— for feather-light touch .. . effortless speed .. . 
smooth and responsive action 


Secretaries love it because it gets 
them through the busiest days in 

a breeze. Bosses appreciate 

the clean, clear “write.” Instant-Set 
Margins, amazing Page Gage, 

two added keys (four added 
characters) and many, many other 
features speed up the work, 

take the toil out of typing, cut 
down on re-writes. The all-new 
Smith-Corona “Eighty-Eight” 

has everything! 


— a “write” equalling machines costing 
hundreds of dollars more 


This new Carbon-Ribbon gives an 
amazingly clean, crisp, 
print-perfect quality “write” for 
executive letters, reports and 
special presentations. Yet the cost 
is only $40 more than the 
corresponding “Eighty-Eight” 
Secretarial. And — it’s the low-cost 
answer to preparing copy for 
reproduction by offset, multilith, 
and other reproduction processes. 
Here is a truly dual-purpose 
typewriter that sulves many office 
problems, at low cost. 


rn tn gat you two great office rhere’s a place for both in your office. 
typewriters. Each is the all-new Smith- : 

Parone “Bighty-Eight” but the second has Smith-Corona Inc Syracuse 1 N Y Other fac- 
the amazing Carbon-Ribbon “write” for tories in Toronto, Brussels and ia 
special correspondence, reports and presen- Makers also of famous Smith-Corona Portable 
tations... and for the preparation, right in Typewriters, Adding Machines and Cash Reg- 
your office, of copy for reproduction. isters, Vivid Duplicators, Ribbons and Carbons. 
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all users of 


ATTENTION OFFSET 


printing equipment! 


Would you like to make paper Would it further interest you to 
lates from existing material by a 9 know that this single piece of 
hotographic process that costs equipment will make three or more 
nly one half (2) of your present copies of anything typed, written, 

method? printed or drawn up to 82” x 14” 
on ordinary (uncoated) paper as 
well as making OFFSET plates? 


Would you also like to make 9 
hese plates in one quarter (%4) 


. . . 2B 
che time now used? 


Here’s the answer... made and guar- 
’ Would it interest you to know 9 anteed by PHOTOSTAT CORPORATION 
hat a single unit of equipment is ... the greatest name in the photo- 


:vailable to do this for $325.00? °* graphic reproduction industry. 


PHOTOSTAT 


Reg. U. S. Pat. Off 


Instant 
Copier 
for use in every 


office... anywhere! 


Our representative will gladly 
demonstrate and make plates 
in your Office. 


PHOTOSTAT Telephone, wire or write to 


PHOTOSTAT CORPORATION 
PHOTOSTAT is the trade-mark 299 STATE STREET, ROCHESTER, NEW YORK 

F of PHOTOSTAT CORPORATION Service offices in all principal cities 

5 and in Toronto, Canada 
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P-A-X moves mountains of work 


Paperwork moves at double speed 
when your organization is equipped 
with a P-A-X Business Telephone 
System. That’s because, with P-A-X, 
the facts are only seconds away! 


Let’s look at the P-A-X idea of auto- 
matic inside telephone service— it’s 
potent with manpower savings! With 
a turn of the P-A-X dial, your people 
can reach each other anywhere 

give or get facts and instructions in- 
stantly . stay at their posts work- 


Automatic Electric Sales Corporation 
1033 W. Van Buren St. Chicago 7, Illinois 
Gentlemen 
Please send me full information 
on P-A-X Business Telephone Systems 
Nome 
Company 
Street & No 


ing, instead of walking and waiting 
to get a job done. 

Everyone saves time and energy 
cuts confusion and errors. Routine: 
hum along smoothly, and emergencie 
can be dealt with quickly when P-A-X 
unites the efforts of an entire organi 
zation. 

Thousands of companies have found 
that P-A-X telephones speed up work 
flow and hold down overhead. To ge 
the facts, send in the coupon today. 


PAX = 
[AUTOMATIC <> ELECTRIC | 
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“I= DESIGN’ 


aaas Beauty 
iB | pus Stamina 


fe PLASTICOE 
BINDINGS 


for sales 








literature 
that’s 

an 510) Ghat DD 
TO 

2 a? 


With colorful PLASTICOBINDERS, and lie flat, no matter how big or 
your catalogs and sales presentations thick... display their contents with 
carry extra sales-power through pres- full-spread effectiveness. Ideal for 
tige appearance plus practical show-__ reference or demonstration—in every 


manship. size from pocket lists to king-size 
PLASTICO-bound books open flat swatch samplers. 


WRITE TODAY for full information, plus name and 
address of Plastico Licensee nearest you... to improve your 
@ FINANCIAL STATEMENTS @® ANNUAL REPORTS ® SALESMEN’S 
MANUALS @ PRESENTATIONS @® CATALOGS ® PRICE LISTS ® 
APPLICATION CHARTS @® BROCHURES ® SWATCH BOOKS 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 SHERMAN ST ° CHICAGO 5, itl 
15 W. 24th ST ° NEW YORK 10,.N. Y 





A Clerical Cost Control System 
Using Standard Time Data 


EDMOND W. McNAMARA 
Systems and Procedures Supervisor, 
Bassick Co., Bridgeport, Conn. 








fo Labor Card IKK many companies i 1952, we 


faced the ever increasing proble m ol 








controlling cleneal costs We saw 
the need of a full-fledged program of 
cleneal cost control. Impressed with 














the results that other companies — ré 


Receives “feo 4h ber Cords ported having achieved from programs 
Shain Vim KE aes Sor 4, of work measurement, we compared 
Jp hp, 7 notes with some of the satisfied and 
vhor closstliexTion and dissatisfied companies. Finally last 
alates 75 Kéypuncheig dep/- year, we instituted a formal program 


of work measurement for the office. We 


engaged engineers who furnished us 





l a 
xo verTiime cards splits 
fours . 





with a comprehensive manual of pre 
determined standard time data They 
trained us in the use of that data. They 
showed us how to use the techniques 





of work measurement analysis 
These techniques were not essentially 
different from those with which most 


a re 


% prov reve cards wes 
As1Ae. Fipures eS tien ey 
forecent. Transthovs Aoves 


il a Summary fy 


Cur 








ollice methods people “are bamiliar 
Selecting a department to be surveyed, 
our analyst prepared detailed flow 
process charts (Fig. 1) of all operations 
performed in that department. Using 
the standard time data, we then de 





veloped standard unit time allowances 
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for each operation charted (Fig. 2) Using these computed standard hours 
From extensive analysis we determined and actual payroll figures, the clerical 
average volumes for all significant supervisor prepared a monthly perform 
papers involved in each operation. A ance report (Figs. 4 and 5) which 
typical volume in a billing department, showed, among other things: number of 
for instance, would be the number of — hours paid tor, number of hours worked, 
IVOlceSs typed. number of standard hours earned, and 
Multiplying these volumes by the the related percentage of efficiency 
standard unit time allowances we ar Naturally our program was not popu 
rived at operational time allowances larly received. Such programs seldom 
Taking the aggregate of all operational — are Yet we installed it in those de 
allowances we determined the number partments where it seemed practicable 
ot standard hours of work produced by Through it we reduced the staff in some 


the clerical staff in that department departments by as much as 25% with 


Comparing these standard hours with out impairing operations. After the 
the actual hours worked 


the operating efficiency of the staff dur the benefits—as well as the drawbacks 


, we computed novelty and the original sting wore off, 


ing the survey period. This indicated became apparent It was time sit 


fo us Just how mans people were ren hack and evaluate, and in some respects 





onably required 3 that level of opel 


Ation PAPEFS USED AS THE 
BASIS OF MEASUREMENT 


Exemption Notices 
me clerical budeet a a Pay Attachments 
y midget i ool by whiel 6B ll 
management could determine the ope! Housing Authority Inquiries 
" Welfare Department Inquiries 
ating efheieney of at Vy ae partment. At Insurance Company Inquiries 
+} F : r . Salary Information Requests 
he same time it gave them a scientific, Emplovee Payroll Complaints 
P ] ‘ " - Wage Survey Reports 
( basis , oO 
yet juitable, basis for determining hp i ope. 
staffing requirements TT; ac ste Rate Chance Notices 
, 1 3 lo dmini : Dual Rate Cards 
This budget, the el rical supervisor was Clock Cards 
. Payroll Checks 
required to kee p continuous count of the Credit Union Deductions 
’ . ’ Employee Service Fund Deduction Cards 
volumes of all significant papers (Fig Salen’ oa Cards , 
Insurance Deduction Cards 
Employee Termination Notices 


Basically we have de eloped a work 


>), These eounts hecame the major 








factor in determining the number of 
standard hours of worl performed FIG. 3. 
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Se MONTE BUBGEP PERFORMANCE REPORT 


Pp 
ntwenT_ ** 


ON MEASURED WORK 


ness 

days 
Specia Ass 
Other 


Tote 
TOTAL HOURS ON MEASURED worR« 
STANDARD HOURS OF WORK PERFORMETL 
(OVER) OR UNDER STANDARD HOUR < 


EFFICIENCY Survey Month 
Previous Month __ 
Current Month 
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reconsider 

With the system itself! we had no 
quarrel. The theory was sound and, i 
practice, we were satisfied that it cou 
achieve those objectives for which = it 
was designed. Aside from reducing out 
staff, which in itself justified the pro 
gram, the surveys highlighted the need 


for considerable methods Improvement 


This started a trend toward office mech 
anization. Procedural changes were be 
ing made constantly. This necessitates 
numerous adjustments in the standards 
as previously set Such events can re 
quire a staff of work measurement ana 
lysts. They can be a strain on any 
supervisor. Added to this was the bur 
den of reeording the control volume 

and preparing performance — report 

We decided that, in our circumstance 


the system as originally instituted 
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A NEW WONDER IN THE DUPLICATING WORLD 


He Mandard 
ROCKET 
es 


X 
S 


ee 


» 
Se * 


Seldom are so many improvements combined in one machine, priced 

within the reach of all. This new Standard Rocket Duplicator is an 

engineering masterpiece you will want to see in operation. Replacing 

the Standard SW, which proved itself a thoroughbred and was 

recognized for years as the finest low priced duplicator ever built, 

the Rocket assures even more brilliant, dependable performance. 
Illustrated literature gladly sent upon request 


ISTANDARD DUPLICATING MACHINES CORP. 
EVERETT 49, MASS 
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312 7 120 | 30 
321 120 } 30 
333 120 } 30 
342 120] 30 
353 3 ( 0: 120 | 30 
363) ¢ 120 | 30 
374) 3 129 | 30 
384 0} 120] 30 
394/ 9g 113 { 120 | 30 
405 116 } 120 } 30 
414 of 119 {| 120} 30 
425 li 121 } 120 } 30 
435 | 109 125 | 120 {| 30 
445/11) ( 127 ( 120 } 30 
456 | 114 130 } 120; 30 
466 | 117 134 { 120 | 30 
| 476) 119 136 } 120/ 30 
486 | 123 140 | 120 \ 30 
496 \ 124 142 | 120 [ 30 
907 | 127 | Te 145} 120 | 30 


FIG. 7. 






































becoming topheavy to administer. We unduly. 


had to seek a simplified way of getting In essence the 
equivale nt control, otherwise the SVs pair ol! charts whiel 
tem would die of its own weight. After the stating requiremet 


some trial and error we finally evolved of standard hours 


the simple plan outlined below. to be produced 


Qur simplified plan has the same ob ational allowances, as 
wetives ns ITS predecessor to eontro earlier approach, © 


clerical costs by maintaming proper umes, Composite 


staffing through the use of standard were developed 


data It is neither as elaborate nor as ances, multiplies 
detailed; nor need it be Where the umes, indicate w 


original system had to bring the staff to consult 


trom an overstatfed condition to a ree lo illustrate the us 


ommended staffing condition, the simpli sume these 


478} 120 
487) 122 
900} 125 
909| 128 
923] 131 
935 | 134 
547 | 137 
990 | 140 
070 } 143 
083 | 146 
993 21 o 
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606 | 15] 
617] 155 
629) 157 
641 | 160 
653 | 164 
664 | 166 
675 | 170 
687 | 172 














dily indicate 
| at any level 
wing produced 

elating all oper 
developed in the 
1 tew index vol 


tandard allowances 


(Fig. 6) These allow 


by the current vol 
hich line on the chart 


ot the en: 
HOOO elo 


fied plan is required only to consolidate processed, 41,000 labor eards processed 


the gains made by the first svstem It Reading the ch: 


expected to maintain the staff at a total standard he 
is eTion of 


proper l¢ vel and kee p it trom expanding SECON Sé 


12 


irt, this indicates 


> 
UT's Referring to ¢ 


( chart (Fig i) 
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How to Save Money 
for Your Company with 
National’s STOCK FORMS 


First of all, remember, National’s paper and printing; 4. And with 
stock forms are flexible ...can be National you can get Eye-Kase, 
fitted to most any bookkeeping’ the cool green paper that reduces 
or record system. Here’s what you’ eye fatigue, and resulting errors 
gain: 1. You need less inventory; a 

2. You can buy in smaller quanti- See National’s stock forms at your 
ties; 3. You are assured top quality _ stationer. 


ee 
re ere 


— 
: 


Accountants oy Asset Records Time and 


Analysis Pads Payroll Forms 


Ledger Sheets Accounting Forms Columnar Sheets 


hha anaes | 


NATIONAL BLANK BOOK CO., 86 Water St., Holyoke, Mass. 
tATIONAL ; ; 
aC I am interested in stock forms for please send 
samples and more information. 


Name 
Company 
Street 
City State 
Please send me name of nearest Stationer 0 


= 


peewee ee eee eee eee 
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Mimeo and Duplicator Paper’ 


IN CANARY BLUE 


TWO SPARKLING NEW COLORS 


for greater versatility and eye-appeal 


ONLY TRIAD GIVES YOU 
NOW THIS QUALITY and 
& RANGE OF COLORS 


DRAMATIC @ CUTS WASTE — CONSISTENT QUALITY 
COLORS @ EASY FEEDING — LONGER RUNS 
Plus White @ MINIMUM LINT — MINIMUM SHOW-THROUGE 


@ QUICK DRYING — BRIGHTER COPY 


RUSSET . 
Write for Samples 


LILAC 
NILE GREEN $10.00 IF YOU CAN REMEMBER 


SALMON MAKE A NOTE OF IT... 
TRIAD Mimeo and Duplicator 


GRAY Paper... because on June 20 
we will call until we've phoned 


CHERRY FOUR readers who can re- 
3 member TRIAD! 


°e CANARY To each of these Four, a check for $10 for just remember- 


ing the name and product, a generous package of crisp, 
BLUE new TRIAD for their office use, and our Congratulations. 


GROVETON PAPERS CO. 


GROVETON, NEW HAMPSHIRE 





locate 156 standard hours lth eolumil This LS deemed more Important thal 
one and reading across to the last col concentrating his attention on a per 
umh, we tind that rour people are odie pe ritormance report “a prepares 
recommended. under the previous system In tact 
It the volume of clock cards went under the simplified plan we no longe! 
down to 4800 and the volume of labo make formal reports to mal avement 
cards increased to 45,000, we would The supervisor merely keeps record « 
need 459 hours (130 plus 109 plus 220) a few significant work volumes Wher 
for the same staff. On the other hand he feels he needs additional he Ip, he Use 
supposing the volume of clock ecards this data to prove his point. W heme 
went to 6000 and the volume of labor he is put under pressure to prune 
cards to 51,000. This would figure to staff, he likewise uses the data to dete: 
507 hours. Four people would still be his position—and it carries weight 
recommended Now suppose activity) We have had several months’ expe 
fell off to 3000 clock cards and 25,000 ence with this modified plan We ha 
labor cards. Our total hours would be found that there is neghgible variation 
363 indicating three people needed. The (two to tour per cent) in the number 
figures on the chart are also translated standard hours computed by 1 
into weekly figures (our month is 20 against the number computed under 
workdays; a week is five workdays). previous plan. Yet ther 
In some departments we show figures in — ably less work in administering 
unit rates so that anticipated workloads gram. We have reviewed our. re 
can be evaluated and are satisfied with them. W< 
This figuring can be done on a daily, that others, who may be burdened 
weekly, or monthly basis to help the a similar system, might 
supervisor in his day-to-day planning sider simplifying 


macnine MOISE 


FOR All NOISY AT ITS SOURCE! 


OFFICE MACHINES 





Take NOISE off your payroll! 


Minimum employee wages total $20,800.00 in 10 vears at $40.00 weekly plus 


plus overhead, equals machine work station cost 
Sof*Tone approx, cost OSe per work day no upkeeys lasts indefinitel Increase 


0% decreases errors 25 to 


Kesult: wage $8.00 day-increased output 10% saves A0e- net saving 


© 1955 Results guaranteed—Or You Do Not Pay! 
a? Write today for details. Give machines, 
mokes, models you use and measurements. 





6 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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NEVER 
NEEDS BUFFING 


LEGSURE Safety Polish cuts 


maintenance 
costs 4 ways 

Polishes itself as it goes on the floor. No 
need to waste time in buffing 


You save on materials and labor because 
one treatment protects the floor longer 
LEGSURE rarely requires the time-consum- 
ing job of stripping 


Withstands the abuse of daily traffic with- 
out ill effects. Tracked mud and grime do 
not penetrate beyond the surface. LEGSURE 
normally needs only routine damp sweep- 
ing as daily maintenance 


And here's a big bonus: LEGSURE’'s slip- 
resistance goes up to 75% beyond Under- 
You'll 
reduce absenteeism and the threat of liabil- 


Ask us 


writers Laboratories’ requirements 


ity suits resulting from slip-falls 
for full information today 
4 WHE 

oe " 

« a 

“LEGGE: 
| + 

> TO STAND ON ‘ 


WALTER G. LEGGE 
Company, Inc. 
Dept. W-6, 101 Park 
of Salety Floor 


New York 17, AN 
\laimtenance 


Branch offices in p lciligy —_ 


/ 


16 


‘\ LEGGE SYSTEM / 


LEARNING HOW TO 
TAKE A VACATION 


W. SCHWEISHEIMER, M.D. 


XECUTIVES often take the wrong 
approach to Vacation ‘his was one 
ol the conclusions meeting 1 
Cleveland of specialists in high blood 
pressure and heart disease who said that 


businessmen tend not to take off enough 


time, Then they crowd into it too much 


inaccustomed activit) 


kraneis J Curtis, president, 


Chemical Co., declared in a 
peech recently that management should 


prop 


protect ever aluable COMpans 


erty from misuse. He said that a man 47 


old, who had started his business 

at 22 at a salary of $3,600 and 
advanced to the second echelon trom 

op management post and a salary of 
740,000, was worth to the company, at 


ast, $425,000 This asset 


Ewing Galloway, N. Y 


lf you think fishing is boring, you haven't 
learned to relax. 
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FLEXOWRITER PUNCHED PAPER TAPE 
FOR INTEGRATED DATA PROCESSING 


cs ee. 
se * * @ 
eoeeeeseeoeeseeees 


ie ee @0@ e608 808 66 


LOOK AT THE OVERALL APPLICATION 


Flexowriters produce documents at the point of origin and by- 


product punched tapes which automatically actuate Flexowriters 
or other tape-operated machines in the integrated data processing 
chain. Flexowriters also read tape punched by other business 
machines to produce printed documents at high speed. 


LOOK AT SOME SPECIFIC APPLICATIONS 


e Insurance Policies ¢ Waybills e Communications 
e Personnel Records e Sales Orders e Stock Holders Reports 
e Billing-Invoicing e Addressing e Production Orders 
e Financial Reports e Purchase Orders e Duplicating Masters 
e Accounts Payable Voucher Checks 


Let us take a look at your office procedure ... and show you how 
Flexowriters integrate data processing. 


COMMERCIAL CONTROLS CORPORATION 
Dept. 0-65, 1 Leighton Avenue Rochester 2, N. Y. 
[_] Send information about Flexowriters for 


(application) 


[_] Send Free Booklet "How Flexowriters Integrate Data Processing” 


CONT ROW Name Position 


CORPORAT Company 
Address 


City State 


Sales and Service offices in principal cities—listed in classified telephone directory. 











<me 





In the Midwest, Coll Your Locel PANAMA.BEAVER® MAN - Always @ Live Wire + In the Eost, Coll TRU-RITE, INC. 116 BROAD sT_wyc 
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should be protected. Mr. Curtis urgea 
able a 

sistants to key executives. He said that 
there should be regular medical examina 
tions at increasingly frequent intervals 
and that vacations should be compulsory. 


lop management to provide 


He also advised that sabbatical leaves be 
considered 
Here are 


vestions mud 


some observations and sug 
by members of the College 
Cleveland, 


people. Don’t vO al 


of Cardiology at regarding 


Vacations of busy 


vour vacation with the same intensity 


that you go at your job. Overdoing on 


vacation may mean real harm to you 


playing too much golf, taking too much 


sun, driving too many miles a day. Don’t 


take less than two weeks’ vacation at 


Gne time The average executive needs 


from a week to ten days to unwind 


from his high tension. 


Theoretically and ideally, you should 


take a month’s vacation, all without in 


terruption. Change in normal routine is 
vital. Do what vou really prefer, 11 you 
like 


Or in mout 
If you preter an 


primitive living in a fishing camp 
tain wilderness, don’t hesitate 
hotel 


good food and a congenial atmosphere, 


excellent with 


vou should ehoose it. 

Don’t overdo it! Watch the amount of 
to feel tired 
nite! 1s holes, you will hye doing yourselt 


volt you play. It you start 
a big favor if you quit for the day. If 


driving 1,000 miles to you 
don’t try 
there. If vou are 


sunning on the beach, 


Vou are 


vVacatiol spot, to set a speed 
swim 
take 


acquainted 


vetting 
and 
your leisurely 
with thi 


vour vacation, things don’t work out ae 


record 
ming 


Tinnc Oo gel 


physical job. If, during 


hew 


don’t be annoyed 


This 


and vacation Is the 


cording to schedule, 
and 
blood pressure 


don’t get angry raises youl 
time 
to keep it down 


Dr. Walter € 


sultant of 


Alvarez, famous con 
the Mayo Foundation, 1s a 
member of the Sierra Club of Calitornia 
which each year 
the high 


its members into 
Then 
portant but unwritten by-law goes some 


thing like “Thou shalt 


takes 


mountains most in 


(nis: never utter 
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Secretary 
you dream 
about 


When she’s prettying up at 
two minutes of five, you can 


sav: “Sorry —I must 


have 3 copies of this 


report tonight.” 
She won't blink an 
eye. You ll get 
your three 
copies, 
She'll still 
leave at 
> F.M. 

this gal—any gal 
a Kodak 
het ce sk For CX 


an hou Or 


Amazing what 


can do in a day when there’s 
Verifax Copier near 
Save 


dictation in answering mail 


ample you more of 
vet copk S 
of every inquiry off to salesmen. Dozens 


of other short cuts eve ry day! 


Learn why thousands of offices say 
this completely different copier pays 
for itself in one month or less. It costs 
only $240 . 
| minute for less than 4¢ each. 


and you get 3 copies in 


-—-MAIL COUPON TODAY —— 


Eastman Kodak Company 7!'? 
Business Photo Methods Div., 
Rochester 4, N. Y. 


Send free copy of Verifax folder and 
names of near-by Verifax dealers 


Name — 
Compan 
Street 
>. 


Price q 
« 





™, « Bunn Tying Machines .. | 
time savers and great 


money savers” 


says G. A. Seyfer, Office Mgr., | 
KIWANIS INTERNATIONAL | 


Bunn Tying Machines have lony 
been used in Kiwanis International’s 
Chicago headquarters for tying 
packages of supplies for shipment 
and for “tying out” mail. In 1% 
seconds and each unit is tied 
securely, with a non-slip tamper- 
proof knot. 


less, 


Sunn Machines adjust automatically 
to any size or shape... use the right 
imount twine each time. 


GET THE WHOLE STORY 


Bunn 


ol 


Tying 


save 


Learn how these 


Machines can help 


Write today 


you 


time, money 


B. H. BUNN CO. Dept. OF-65 


1605 Vincennes Avenue, Chicago 20, Illinois 


Protect your head, your eyes and your skin 
from overexposure to the sun. 
least word ol 


complamt to the mat 


agement or thy neighbor if it rains all 
day and night, and if then thy sheet of 
oul silk on this 
train is late and thy 


tood do not arrive 


leaks water 
the 
sleeping bag and thy 
until 10 p.m.” 

Kor years Dr. Alvarez has gone on the 
é¢lub’s outings and many 


the 


without 


and drips 


head, o7 if pack 


a night he has 
cold, hungry and 
there 
yrousing. It 
would be a 


seen party 
shelter, 


humor Hii neve! 


wet, 


but always was 


good 

people 
big advantage 
the 
or the 


any 
had more patience, it 


the 


constantly 


vrousers who are 
reciting a List 
You 


notwitl 


Tor 


wors« bor 


discomtorts and wrone's. 


vacation can be a bie success 


standing some passing clouds. 

Keep away from split-second schedules 
during your vacation. Vacation is a time 
for leisurely thinking, 


leisurely eating, and plenty of sleep. No 


leisurely activity, 
telephoning for you during those weeks 
that is. Take your 
time for quiet, contemplative thinking to 


not with your olhee, 


help you to regain serenity and peace of 
mind, two of the 


your 


hignest assets you al 
vacation. 
psychiatrist a 


W | Ont 


vain trom 
famous 
ot patients are 
executives and businessmen. Part of his 


| know a 
large city, many 


treatment consists of sending them away 
tor a tew fis 


WeeKS Ol hing 
“Ts there any hetter 


preseriptiol id 
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Parsons Paper» 
make your 
record keeping 

efficient ! 


v) 
etting what yo 
Efficiency an < ng time or energy 


ithout wasti : 
pag ters of which cost money- 


NCE you make a record on Parsons like this means efficiency and low clerical 
O Paper, you'll never have to copy it costs. Parsons makes no other kind. For 
because of worn paper. Parsons Papers last; example 
these papers pay for themselves over and 
over aie. the cost of copying a set of PARSONS MECHANO FORM 
records may be ten times the cost of stand Made with new cotton fibers, which 
ardizing on Parsons for all your records. the key to quality in paper, Mechano For: 

Parsons Papers stand up under erasure by ledger and index-bristol lead in sales becau 
rubber, scratcher or chemicals. They won't they're economical and efficient. They’ 
split or dog-ear and entries won’t smudge or available in many sizes and weight 
spread along the fibers. They're made of there'll be no waste. They're made in 
strong cotton fibers, which means you can variety of matching colors because clerica 
use lighter weights and won't have to waste speed and accuracy in selection ar 
the costly space that bulky papers use. Paper improved by color-keyed forms and sheet 


“HOW TO GET WHAT YOU NEED IN RECORD-KEEPING 7 
PAPERS AND INDEX CARDS” — 
[his is the title of a valuable free booklet that will help you § é 
materially in setting up, changing or maintaining an efficient 
record-keeping system. It answers dozens of questions and will 
make it possible for you to cut down the time and energy used 
in keeping your records. Write Dept. 43 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 
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ILev’sS all 


The man who said “the little things are the big things” must have hac 
business forms in mind, [t's surprising what the right form, or the righ 
system, can do for a company. A case in point is the pharmaceutica 
house that recently corrected a troublesome invoicing system. There 
are ideas here that will help any invoicing system . . . in fact, any of the 


9 key operations of business. as the people at Moore deseribe them. * 





The Old System 


\ master plate was used to prepare & 
copies of each invoice. There were 
several unfavorable aspects to this 


method. among which were 


Cost: This was the most important 
disadvantage. Kach invoice cost a little 
over 111% cents to produce (counting 
only the master, the run-off paper, and 
the machine and labor costs) ... with 
160.000 orders processed each year. 


this cost mounted up! 


Storage: 4 out of the 8 prepared 


copies were used only once. then filed. 


Appearance: The master plate often 
became smudged and dusty through 
storage and had to be remade to pre 
pare presentable customer copies. 


Processing: Each in- 
voice cOpy had to be 
dated: 2 customer cop 
ies stapled and sent to 


mo the mail This 


handling method was 
a s ‘ cae =p : 
A Sa slow and inefficient. 


room. 


The New System 


The company decided to do something 
about speeding up their invoicing 
so they called in a representative from 


Moore. Like a lot of men from tha 
organization, the Moore man ap 


proached the problem with a fresh anc 


A jt — 
Pat | " 
LS, } c 
- Uke 
creative viewpoint. In examining any 
operation, he kept asking “Why?” 


The final result was described by the 
company as “an astounding improve 
ment that had a chain reaction like an 
One improvement auto 
matically led to another, and still an- 
other. in succession. 


atom bomb!” 


THE FORM 


4-part Moore Speediset with 
copies as follows: Customer, 
Commission, Tabulating, 
Accounts Receivable. 


Savings and Gains 


The big change was a reduction ir 
number of copies from 8 to 4. Further- 
more. a multi-copy invoice became a 


multi-use invoice. The Moore Speedi- 





FOr—S ~ 


et designed as the system’s backbone 
brought unit cost from 111% cents 
lown to a little over 11% cents. Over- 
all saving, through various system 
thanges, amounted to more than 
$15,000 a year. 


The system made smooth work-flow 
yossible, with desk duties outlined for 
each clerk: desks were rearranged to 
facilitate handling; man-hour savings 
were realized. If you would like to 
read more details on this improvement. 
write Moore for System Survey A-XX., 
jor just fill out the coupon and mail it 
o the Moore office nearest you. 


c------- 








COSTS | COST 
, 
160,000 Invoices | 160.000 Invoices %, 
Inmoice Sets* 71/0 | Invoice Sets *2769 
0 er form 4 
Paper 2.170 a 


Paper 0 
Machine 1/800} Machine 0 


Labor 7500 | Labor a! 
Total *18580| Saving 15547 





MOORE BUSINESS FORMS, INC., Dept. O-2 


Niagara Falls, N.Y., Denton, Tex., 


Emeryville, Calif. 


Please send me more details on the invoicing tem deseribed 


\ ame 


MAL Moore Busilie 
wmS, they bieak duw 
he operat f bu 
ess int Buying, Re 
eiving, Stockkeeping 
Production, Selling, De 
ivery, Billing, Collecting 
nd Disbursing 
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SCOTCH 


810 
Permanent Mending Tape 


* “Ww 


Won't get brittle with age! 
Won't ooze adhesive! 
Won't shrink or cloud! 


end 


valuable papers invisibly ! 


Here’s a mending tape you can use 





Mending Tape will never become cloud 
safely on your most important docu- 


' or brittle, won’t shrink or ooze adhe 
ments, valuable books, maps and office 


sive. And here’s another big advantage 
records. It practically disappears on ... this new tape has a smooth surface 
that doesn’t reflect highlights, car 
be written on with pencil, ink o 
typewriter! 


contact with paper, and it stays crystal 
clear permanently. 
“SCOTCH” Brand 810 Permanent 


Your tape supplier has “Scotch”’ 810 Permanent 
Mending Tape now... see him for a trial quantity! 


s The term “SCOTCH” and the plaid design are registered trademarks for the more than 300 pressure-sensitiv 
3M adhesive tapes made in U.S.A. by Minnesota Mining and Mfg. Co., St. Paul 6, Mina. Export Sales Othice: 99 Park 
Avenue, New York 16, N.Y. In Canada: P.O. Box 757, London, Ontario 
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he asked me *Atter all, 
patients sulfer trom nervous 
the 
and hurry of their occupational lite and 
the city. 
eountry 


enthusiastically 
most of m\ 
irritations result haste 


when rom 


the monotony of thei days in 
the 
vo fishing tor two weeks 
always are two entirely different 
(ive , the 
accustomed ae 
they had 


ion of living 


I send them to a place in 
where they can 
Ther 
responses vroup 


enjoys new 


environment and the un 
tivity as if at least 
that 
corresponds 

“The group ot patients, 
finds at he 
sudden peace 
{ they ill 


. ; 
But doctor 


re turned TO 


original condit which 


Inost to ther innate nature 


other how 


ever, ird to get used to the 


and they 
stu ad 


ind quiet, expect 


hat not be able to suel 


order Sa\ ray 


hore dom 
lo the first 


They 


takes 


fishing hours day, tor 


nours the 
pull 


te do 


<wallow that 


a child bitter medi 


“iid ond day 
bitter 


like 

eine the doctor a tavor. hx pe rience 
shows that after three days they get used 
to the What at 


to be unbearably long and monotonous, 


chang irst appeared 
and more 
the first 


rets more 


That is 


a #F 


to them. 
that their 


Interesting 
symptom 


3y Ewing Galloway, N. Y 
do 


lf you start to feel tired after 18 holes 
yourself a favor and quit for the day. 
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You get sharper, 
laster copies trom 


your DIRECT PRINT 
COPY MACHINE 


when the MASTER SHEET is 


Patapar’| 
Translucent 
Parchment 

| 


Here’s news: a special type of Patapar 
Vegetable Parchment scientifically de 
veloped for direct print master sheets 
Exceptionally clean, even texture and 
correct translucency permits 
vertical transmission of ultra violet 
light. The result is speedier operation, 
uniformly clear copies...and 
glowing satisfaction. 
Patapar Translucent 


intense 


your 


Parchment ha 
a perfect surface for printing with 
regular inks. And you'll lik« 
the way it takes typewritten copy, per 
and pencil entries, 


opaque oO! 


artist sketches o1 


drawings. 

Cost? Patapar Translucent 
Parchment doesn't cost 

—it pays! 

Writ of 


of nearest distributor 


for brochure samples. Nam¢ 


on request 


Paterson Parchment Paper Company 


Bristol, Pennsylvania 
West Coast Plant: 
440 Bryant St., San Francisco 7 
Sales Offices: New Y ork, ¢ hicago 


Headquarters for Vegetable Parchment Since 1885 





ta think about 
go to bed early. 
new company 
w Ways OT eat 
sport. All those 
ly take their 
and restlessness of 
in their office. 
ollenses against 
good resttul vaca 
a qu ck glance 
By Ewing Galloway, N. Y cl / Cue luring your vaca 
‘ I Ts rlare are 
Don't try to cover too much mileage in a 
single day's driving. Long daytime driving 
without sunglasses can cause night blindness. 


ove! 
light 
VAt When vou en 


a sandy 


Some people, during their vacation, 
not need absolute rest. What they actu your eves 
ally need is a new kind of activity, com vill not 
pletely different trom their activity uu 
everyday life. That is why the changed hia’s ; sity recent] 


itmosphere during the vacation trip Is $ led thes la nings in detail. In 


them. There are new Ividus VArVv W v. found, but 


‘ee NUMBERED — 


- a. Faster and Safer to mount 


4 - any other Property Tag’ 


SIMPLY ACTIVATE soy MAINTENANCE nM 


— 


Easier and faster to mount because of a labor-saving sol- 
vent-activated adhesive backing... effective on almost any 
surface, too. Safer because tools, tacks or screws aren't 
needed ... no danger of damage to internal mechanisms of 
precision equipment. Economical, too, because special skill 
isn't required.” 


ADHESIVE BACKING SERIALLY NUMBERED METAL NAMEPLATES THAT 


WITH SOLVENT | Siek/ 


PROPERTY "WAG 


WRITE TODAY for 


samples and FREE book- METAL 
let, “HOW TO. PER- INC. 


PRESS INTO PLACE ha, PROPERTY CON- MASON CITY, IOWA, U.S.A. 
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IN HANDLING TR 
WITH THE 


TRAVELETTER SYSTEM 


eliminate expense checks 

save accounting time 

eliminate rush in approving expenses 
provide sound control of traveling expenses 
reduce cash advances 

prevent lost time — and lost orders 

build morale among your representatives 


The Traveletter System is safe but flexi- 
ble, as proved by 60 years of use. Its 
dependability, efficiency, and value are 
demonstrated by its renewal rate among 
thousands of users —better than 96.5%! 
Here are a few of those users — 





American Cyanamid Co. (since 1935) American Home Foods (since 1949) 
Prentice-Hall, Inc. (since 1935) R. G. LeTournean, Inc. (since 1932) 
Binney G& Smith Co. (since 1925) Lionel Corporation (since 1935) 
Bauer & Black Div. of the Kendall U. S. Time Corporation (since 1936) 
Company (since 1952) Western Electric Co. (since 1937) 
Wm. Wrigley, Jr., Co. (since 1906) A. C. Gilbert Co. (since 1934) 
International Cellucotton Products Co Sunkist Growers, Inc. (since 1935) 
(since 1932) Pennsylvania Salt Mfg. Co. (since 1950) 
True Temper Corp. (since 1935) Commercial Solvents Corp. (since 1951) 
Diamond Alkali Co. (since 1948) W yeth, Inc. (since 1944) 











If you regularly send money to men in the field, you'll 
want to read our fully descriptive brochure. It will ex- 
plain the Traveletter System to you, show you how 
Traveletter saves money and makes money for your com- 
pany. Write to Traveletter Corporation, Greenwich, Conn. 


TRAVELETTER 


SINCE 1894 


Juke Orvrice June, 1955 





MAIL ROOM and COLLATING 
CATALOG 


CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends congestion, 
handles larger quantities of mail in less time. 
Used in the majority of U. S. Post Offices, 
and in leading firms, universities and insti- 
tutions. It’s the answer 

to your need for fast, 


efficient mail handling! 


SIZES AND DESIGNS 
FOR EVERY REQUIREMENT 


| emma Wood Products Division, Dept. aan 


The American Hardware Corporation 
Hornell, New York 


Send illustrated literature and prices on 
Corbin Mail Room and Collating Equip- 
ment and related products. 

NAME 

FIRM 

CITY 


it + 


a ity to light at night 
reduced by more hen one-third after 
lay at the beach without sunglasses 
In some cases it is reduced by nine 
tenths. Bright sunlight bleaches the 
isual purple, a pigment in the retina 
at the back of the eye which is needed 
for vision in dim light. The loss in sensi- 
tivity cuts down night vision. If you are 
an average driver, you may lose 13% ot 
your visual acuity. There are extrem 
cases when nearly 60% of it has been 
lost. Much of the effect wears off ove 
night, but in most people some effect 
persists tor two or three days and, in 
some cases, it continues for more thar 
a week, 

So if you did not use dark glasses dur 
ing a sunny day, vou’d better not drive 
your car after dusk. You cannot see well 
jenough to make your driving sate, Ts 
| prevent hoth discomtort and danger, 
iDr. Peckham savs, wear proper sun 
rlasses, the darker the better. Manutfae 
turers are satisfied if thei 
out about one-third of the light rays 


glasses cut 
;Some eve doctors now suggest cutting 
out as much as 80 to 90°. Advertising 
whieh boasts of filtering out “harmful 
jrays”, says Dr, Peckham, is actually 
meaningless, Under the ordinary condi 
ions OF Summer sun, he Says, infrared 
jand ultraviolet ravs, both invisible. make 
llittle difference 

The Journal of the American Medica 
issv. recently stated that the averay 
sunglasses, obtained in drug and ten 
cent stores, if sufficiently dark, are as a 
rule comtorting to the eves of the aver 
age wearer on an average bright dav. 

Ileat exhaustion and heatstroke are 
due to overheating of the bodv. In hot 
humid weather (sunshine may be ab 
sent), too little heat is given off and 
more heat is produced inside the body. 
This may increase your body tempera 
ture from normal 98° to 104°. The 
effect is stronger when the liquid lost 
by perspiration has not been replaced 
by wate! 





Long exposure of the uncovered head 
to the rays of the sun may cause sun 


The blood vessels of the brain are 
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How to Avoid Expensive Mistakes 
when buying a Copying Machine 


Will that machine you buy be able to do a// your office copying? Or will you lose 


time and money every time you run up against a job your machine just can’t handle ? 


One type of machine is useless when it comes to copying from colored papers, from 
spirit duplications, or from originals which are opaque or have writing on both 
sides. Another type of machine will let you down if you want copies of printing or 
writing done in ink that does not have a carbon base. When your original has fine 


details or material set down in colored ink, another machine fails completely 


Only a photocopy machine is equipped to handle the complete range of office copy 
assignments. And only Copease, of all photocopy machines, can handle 95% of your 
office copying without any fussing with dial adjustments. Copease gives you clean, 
dry, non-curling copies in seconds, jet black on permanent white. Copease copies of 
pencil, any ink, crayon, typing, stencil and spirit duplications, offset and printing 


rival the original for clarity and neatness. And Copease copies under any light, even 


low-hanging fluorescents or bright sunlight 


Avoid expensive mistakes when buying a copying machine! Compare! Prove to your 
self that Copease copies everything with a FREE three-day trial in your own office 


Send coupon now! 


ile ee ee eee 


Offices: New York, 270 Park Avenue, PLaza 3-6692 * Los Angeles 
3963 Wilshire Boulevard, DUnkirk 5-2881 * Chicago 
01 N. Wells St., ANdover 3-6949 * Distributors in Principal Cities 





COPEASE CORPORATION, 270 Park Ave., New York 17, BOX 06 


Gentlemen: I'd like to have a free 


* 
Copease 3-day trial of Copease in my office 


Please send free literature. (check one) 
/, t Name 


PHOTOCOPIER Firm Name 





* Trademark City 
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overfilled with blood. The face is flushed, 
the pulse is weak, there is headache, 
giddiness, vomiting. The patient may 
suddenly fall unconscious as if felled by 
a stroke. 

If you meet someone with signs of 
sunstroke or heat exhaustion, take him 
to a shady place, cool his chest and head 
with cold water. Give him water after 
he has regained consciousness, but not 
while he is unable to swallow. Smal! 
doses of salt in the water are helptul. 


Sweat contains salt, and the salt lost 
with perspiration has to be replaced. 
But more important is replacement of 
the lost liquid by water. 

Tanning of the skin which follows ex 
posure to sunlight is preceded by red- 
ness, sometimes swelling and blistering. 
Pain is severe, belts or suspenders are 
unbearable. Shock, chills, fever, nausea 
are signs of severe sunburn. Relief of 
pain is important. A good anesthetic 
ointment should be generously applied 


SELF-GUIDE for TAB CARD FILING 


PATENTED 


1. Without SELF-GUIDE, the 2. SELF-GUIDE is comprised 3. To notch cards for 


average tabylating card tray of but four simple, easily SELF-GUIDE, this corner 
looks like this installed ports cutter is used 


he 


4. As the notched tab cards 5. All of the tab cards snugly 6. Converted to SELF-GUIDE, 


drop below the rails, the fit the tray, 


with the guides this tab card tray has 


un-notched tab cards spring up evenly and easily visible come alive! 


Easily installed 


SELF-GUIDE 


speeds tab card reference! At-a- 
glance selection saves time and filing 
costs, and increases efficiency! 


Send NOW for FREE details! 


WASSELL ORGANIZATION, INC. 
WESTPORT, CONNECTICUT 
NAME 
ME 
COMPANY 
ADDRESS 
CITY _ 
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and covered with gauze. Rest will hasten 
recovery trom sunburn. 

You are better off to avoid sunburn 
by using a sunburn preventive. These 
preparations are in form of creams, oils 
or lotions. Often they contain an ultra- 
violet screen or filter contained in solu- 
tion or suspension. An efficient sunburn 
preventive will not permit passage otf 
more than 25% of the effective rays of 
the sun. 

Silence is a powerful drug for restora- 
tion of wrecked nerves. In France they 
tell this story. A famous composer and 
a poet used to go fishing every weekend, 
instead of taking a prolonged vacation. 
Never a word was spoken on these trips. 
One day the composer brought along a 
young cousin of his who went 
with them. After two hours the young 


man exclaimed, “I got one!” Nobody 


answered, and these were the only words 
spoken during the whole day. That night 
when they were alone, the poet said to 
the composer, “Please don’t bring that 


chatterbox along the next time!” Keep 
ing silent 1s a real nervous 
people who otherwise, professionally or 
socially, cannot help talking a lot 











' 


“His doctor ordered outdoor work.” 
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fishing 


eure tor 


MEET MR. MATTSON 


Gordon lL. Mattson, Chicago Consultant 
works with a group of successful 
business administrators. His primary fields 
are financial planning and analysis, organ 
ization planning, and executive pay plans 
His consulting practice also includes the 
planning, design, and improvement of sys 
tems and reports which aid top executives 

accounting, statistical and general office 
systems. 


select 


Mr. Mattson’s broad experience and train- 
ing in business, consulting, university 
teaching, and writing makes him excep- 
tionally well qualified to prepare the series 
of 18 IDEAS digests for experts who wish 
to share his know-how. 


EXPERTS 
BECOME BETTER EXPERTS 
WHEN THEY USE Ideas 


Busy experts with little time to read, who 
find it diffieult to find information that 
contributes something really new, find 
IDEAS makes an important “cannot-afford- 
to-miss” contribution to their know-how. 


12 IDEAS digest 
work simplification 


cover subjects such a 
time and energy con 
servation, information and fact finding, sell 
ing ideas, human engineering, consultants 
reducing the cost of pace, and mailing 
6 digest ire on filing analysis and equip 
ment 


Much of the information given in these re 
ports represent lusions from our owr 
research and i iot available from any 
other ource Most of the reports will be 
helpful to both the large and the mall 
business 


com 


Why don’t you, too, profit from Mr. 
Mattson’s know-how? Place your order 
now while we can still accept orders at 
the extra special summer month intro- 
ductory offer—only $12.00 plus postage 
for all 18 easy-to-read, easy-to-under- 
stand, helpful 4 page digests—less than 
half their regular price. Send your check 
with your order and we will pay the 
postage. 


Gordon L. Mattson & Associates 
105 West Monroe Street 
Chicago 3, Hlinois 





gives you MOKE! | 


MORE savings . . . because of lower initial cost. 


MORE features . . . special speed features found only in the 


most expensive machines. 


MORE economy ... rugged construction cuts operational 


and maintenance costs. 


MORE accuracy ... precision mechanical design 


avoids costly errors. 


N 


—— ge 
\ 


Write for complete information. ..IT'S FREE! 
Fully descriptive, 


illustrated literature 


ond prices will be sent R.C.Allen Business Machines, Inc. 


without obligation. 679 Front Avenue, N.W., Grand Rapids, Michigan 





te 


, | CARBON RIBBON 
iISOmalic. TYPEWRITER 





R. C. Allen’s new VisOmatic Carbon Ribbon 
Typewriter is the only one offered at such 
low “standard typewriter” price! Includin; 
all the famous VisOmatic features, the VCR 
is ideal for executive correspondence, critical 
typing and reproduction. Letter impressions 
are black, sharp and clear. Dual value, too, 
with instant switch from carbon to cloth rib 
bon as desired. Complete choice of new type 
faces, 


isOm al ic. ADDING MACHINES 


Hand and electric models with 6 to 13 colu 
capacity, for narrow or wide tape. Ciphe 
print automatically, clear signa rints witl 
first item. “Feather-lite”’ touch, e\ odd key 
tops for greater speed and accuracy. Elect) 
models have motorized multiplication and sub 
traction, automatic space-up, total, sub-total. 
Models with direct subtraction print subtracted 
items in red. Direct, automat ‘red 


available, 


oC. Allen BOOKKEEPING MACHINES 


Models for commercial, payroll and bank use. 
One-operatian posting, s mple anyone ca) 


i 
operate these fast, accurate models. Front feed 
1 


carriage, automatic date printing, keyboar« 
carriage control, automatic tabulation. Kasy 
quick interchange of control bars fon 


machine to many us¢ 


R.C.Allen cASH REGISTERS 


Electric and hand-operated mode! 
business. Features include “ 
“Speedi-Change” cash draw 
protection, convenience and 
lowest cost. Handle cash 
received-on-account transaction 
graphic detail tape for complete 


America's Finest 


== AHL GT Machines for Every Use 
= 


and Every Business 





HOW X E R 1] G a A o hr Y SPEEDS PAPERWORK 


cuts duplicating costs *11,000 a year 
fr THE EQUITABLE 


Life Assurance Society of the United States 


EE a uitabi has found an important use for xerogra- 


phy in the production of a 70-page monthly directory 
Using Flexoprint lists which are easily kept up-to-date 
paper masters are made of each page by xerography 


and multiple copies run off on an offset duplicator 





This accurate, speedy and economical method saves 
Equ table $1,000 a year 
Also, Equitable uses versatile xerography to prepare 
paper masters for duplicating forms, sales manuals 
progress, financial and sales reports, technical bulletins 
reprints of magazine articles, and reference man 
Anything written, typed, drawn or printed car 


PCr rrrrreres 


4 he ‘tw “au 
GeRaDatate: 


reproauced with photograph accuracy in about three 
minutes by xerography onto an offset paper master 
for runoff of multiple copies on an offset duplicator 
Original copy may be enlarged, reduced or repro- 
duced same size by xerography in XeroX® copying From original to 


| offset paper master 
equipment. Copies can be made from one or both ‘ 


sides of original material by xerography 


in 3 minute 


There is no limit to the versatility of the dry elec- 
trostatic xerography process 1n paperwork duplica- 


ting appli ations 


WRITE for proof of performance folders showing how 
Equitable and companies of all kinds are cutting duplicating 
costs and speeding paperwork with xerography 


THE HALOID COMPANY 
55-18X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 


(ZE-ROG-RA-FEE) 
The fastest, cheapest, most versatile way to make masters for duplicating 
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ORANGE and 
LEMON YELLOW 
CARBON 


by @=a we) 


For the Diazo Processes of Reproduction 


Recommended by leading manufactur- 
ers of Diazo Process equipment as 
having exceptional actinic opacity... 
excellent handling characteristics. 
Get to know this Storms specialty. 
Write for samples and complete in- 
formation. (Also available: Special 
opaque inked typewriter ribbons.) 


Manufacturers of the complete line that 


Ready for you 


NOW — the new stands the test of time... CARBON PAPER— 


1955 Storms Cat 
olog 32 pages 
of quick reference CARBON ROLLS—INKED RIBBONS. 
to hundreds of 
items. Write for 
your copy TODAY 


H. M. STORMS COMPANY 
STORMS Storms Building, Brooklyn 38, N. Y 
SERVICE BUREAU Gentlemen: We are interested in Carbons & Ribbons for the Diazo 
fl See Se Process Please send complete information and samples 
with tae We would like a copy of your new 1955 Catalog 
rt ‘ Name 


Company Name 
Address 


City Zone State 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N. Y. 
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OPE FiNoeR 


A New Filing Concept Giving You A 
Unique Combination of Advantages: 


The proven space-saving, speed and economy of open-shelf filing. 
Record protection from dust, dirt and fire equal to that of drawer files. 
Pull-out work shelves for file maintenance and notations. 


Photo at upper left shows Space Finder No. 1200 with doors closed. Center left photo 
shows girl using door as posting shelf. Space Finder at right has all doors open for 
active filing use. (Available with or without doors.) 


For full details about Space Finder File PUNCHED CARD USERS: 


and our other new equipment for the of- Our complete line of tabulating accessory equip- 
fice, write for Catalog No. 6 as well as the ment is described in catalog No. 5. Write for 
name of your local representative. your ‘copy today. 


PI Za FED PRODUCTS 00.57 Post St., San Francisco 4 











THIS MACHINE PERFORMS 
7% 10 MAILING OPERATIONS 


.. automatically! 


INSERTING & MAILING MACHINE 
and here - the 7 out of 10 
Addressing @ METERING 
Folding * POSTAGE OR 


+ PRINTING 
@ GATHERING : aan 


@ STUFFING @ COUNTING 

@ MOISTENING @ STACKING 

@ SEALING Bundling & Tying % SAVINGS. 
SMALL MASS MAILERS BENEFIT TOO! 


Large and small mailings gain dozens of clerks. Users report 
efficiency, speed with automatic over 80% savings... use the 
function. Inserting & Mailing mails more at less cost. One 
Machine performs a wide variety mailer reports his machine will 
of operations in continuous se- pay for itself in 3 years, when 
quence. One operator replaces used only 51 hours per month! 


Send today for the booklet, “Wider Horizons with Mechanized Mailing,” 
or the amazing case history, ‘How Small Can a Mailer Be?" 


INSERTING AND MAILING MACHINE CO. 
PHILLIPSBURG, NEW JERSEY 


© COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF-6-55 
PHILLIPSBURG, NEW sanseY 


Send the et. H 


Mecl niced 


Individual . 


z 





a ---4 
PRINTS POSTAGE INDICIA COUNTS & STACKS 


: satiate a i 
GATHERS ENCLOSURES § —iysenTs INTO ENVELOPE SEALs ENVELOPE 
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Record forms are vital to any busi- 
ness, but why pay the high cost of 
having them printed? 





Just listen to this—every single one 
of the many forms necessary in the 
manufacture and sale of our Tempo 
Duplicators and supplies, is repro- REPRODUCE THEM 
duced right here in our office. And, RIGHT IN YOUR OWN OFFICE 
at just a fraction of the cost of print- 
ing—even in our own print shop! 














Purchase Orders 


Letterheads 
You can do the same. If you use any Bid Requests 


office forms, whether in large or small Production Schedules 

quantities, it will pay you to investi- Shipping Schedules 

gate Tempo’s Complete Office Printing Time Cards 

Program. Shop Orders 
Just pin the coupon to your letterhead a, «(2nd many others 

and drop it in the mail. Why not do it now— 

before you turn the page? 


TEMPO **IMPERIAL’’ STENCIL DUPLICATOR 


<i 


TO: MILO HARDING COMPANY 
502 S. Monterey Pass Rd., 
Monterey Park, Calif. 

Please send complete information on how we 
can reduce our printing costs with Tempo's Office 
Printing Program. 
COMPANY ____ 
ADDRESS __ —_ 


:; ee lu lL ee 
Established 1904 4 








LIKE A PRINTING PRESS IN YOUR OFFICE 





THe Orrice—June, 1955 














he Late... Mme 26th. to 29th. 

Lhe BPlace ....NOMDA Convention 
at Denver 

Lhe Booth >. NO. 36 and 37 


We are proud of the fine array of OLYMPIA models 
and colors and feel sure that our booth will be THE 
attraction of NOMDA's convention. Come and see us. 
it will be a pleasure to greet each and everyone of all 
the typewriter men who will be there. 














INTER-CONTINENTAL TRADING CORP. 


90 WEST STREET, NEW YORK 6, N. Y. 
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cocccccces INVINC] capa 
MODERNETTES 


@e0e20206006060060600006606600060060000606060006060000408460080 
=> The modern auxiliary desk units 
offer new flexibility in office pla 


Dap ae 








Here’s new, prestige-building 

beauty and new utility for execu- 

tive and professional offices. Modernettes are 

carefully matched and modular-designed to help you solve 

space-planning problems to the inch. Advanced design and 

construction features assure lasting beauty and service. 

Write today for details on Invincible’s complete line of 
steel office equipment. 


METAL FURNITURE COMPANY 
MANITOWOC, WISCONSIN 
In Canada 
A. R. Davey Company Limited, Factory Representative 
175 Bedford Road, Toronto 5, Canada 


Set the pace for better business living 


os € 





88” wall cabinet 60” wall table 60” wall desk unit 
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Give your duplicating that ‘PRINTED’ look! 


HUNDREDS OF INSTANTLY CHANGEABLE TYPE STYLES 


Vari-Typer prepares masters (stencil, litho-plate, hectograph, etc.) with attractive type of 
your choice in any style, size and language. Turn out your own business forms, catalogs, 
booklets, direct-mail material, etc., in your own office by your office typist. Your simplest 
office duplicator can now operate as a miniature printing press. Savings are enormous. 


a Vari-Typer 





wy 


{ 
uced 


eee eeee Ce ee eee eee eseeeeeseees 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. 


Please send VARI-TYPER Booklet C-24 
NAME..... 
COMPANY 


Send for Complete Type Chart 


ADDRESS 


of Styles and Specimens city 
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“...-and you'll be using a new Clary Adding Machine” 


Over 150,000 modern firms are learning that Clary is a definite plus in getting a 
topnotch office girl, and keeping her 

For no other adding machine makes her job a joy quite like a new Clary 10-Key or 
Full Key. Clary’s powerized controls answer her slightest touch. Never have multi- 
plication and division been made so easy for her. And fast as her fingers may fly, 
they cannot outspeed the Clary keyboard. (She may not realize this, but ‘‘under 
the hood” of her beautiful Clary is some 

pretty wonderful engineering. ) 

By 5 p.m. she and her Clary have done 

a record day's work, yet she’s still morn- 

ing fresh for her dinner date. Important 

to you...very important to her! 


Look in the yellow pages for your nearest Clary dealer 
or Factory Branch Office. Call for a demonstration! 


Send for “HOW TO LIVE BETTER ON WHAT 
YOU MAKE.” It's free! Write Clary Corporation 
Dept. 0-65, San Gabriel, California 


CREATOR OF MODERN COMPUTING MACHINES AND CASH REGISTERS FOR AMERICA AND THE WORLD 
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PATENTED 
EFFICIENCY 
in the 


Use of 
CARBON 





. Automatic 
Alignment. 


. Automatic 
Rotation of 
sheets for 
longer wear. 


. Automatic 
Warning of 
last typing 
lines. 


. Hands do not 
touch the 
coated surface. 


Exclusive sales 
rights given to 
dealers in Foreign 
Countries. 
BRANCHES IN ALL LARGE CITIES IN THE U. S. A. 


For Foreign, Write for Prices, Samples and Territory to 


Export Dept., KEE LOX MFG. CO., Rochester |, N. vy, Gaz 
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Units on this page are designed 
for card record systems; those oppo 
site are for leases, contracts, insur- 
ance policies, other office forms. Rubber 
feet are provided; removable for stacking 
purposes. Spring compressors give record 
protection. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS Shipping 
Card wrt 
Size Capacity Width Height Depth Price 4 Per Ctn 
3x5 1600 cards 654" 5'/," 16” $3.60 35 Ibs 
4x6 1600 cards 7%" 6'/," 16" 4.20 40 Ibs. 
5x8 1600 cards 95" 7/," 16" 5.40 28 Ibs. 
6x9 1600 cards 105%" 8!/,"" 16" 8.40 23 Ibs 


TWO DRAWER UNITS 


cards 12%," 5'/_' 16" 
cards 143," 6\/," 16’ 
cards 183/," 7'/_"" 16" 
cards 204%," 8!/,"" 16 


THREE DRAWER UNITS 


4800 cards 183," 5," 16" $12.00 
4800 cards 21%," 6'/," 16” 15.00 
4800 cards 27%," 7'/," 16" 18.00 
4800 cards 30." 8%" 16" 25.00 
SANITARY BASES (15"' High) $10 additional 


*Other bases available to fit asterisked items. Prices on request 
Prices slightly higher in Texas, Colorado and West of the Rockies 


SEND FOR COLE'S LATEST CATALOG 


roe) A STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y , 





“HIGHER THAN WIDE” CABINETS 


ONE DRAWER UNITS j Shipp 9 
t 


Card 

No Size Capacity Width Height Depth Price Per Ctn 

C364 6x4 =: 11600 cards 534" 8" 16" $8.40 ’ 9 Ibs. 

C385 8x5 1600 cards 644" 10" 16" 12.00 12 Ibs 

C396 9x6 1600 cards 754°" + " 16” 14.40 _ 13 Ibs 
TWO DRAWER UNITS 


C3642 6x4 3200 cards 12%," 8" 16" $14.40 s 15 Ibs 

C3852 8x5 3200 cards 124%," 10" 16" 16.20 18 'bs 

C3962 9x6 3200 cards 143," ii" 16" 19.20 23 Ibs 
THREE DRAWER UNITS 


C3364 6x4 4800 cards 144," 8" 16" $20.00 's 22 Ibs 

C3385 8x5 4800 cards 18%" 10° 16" 24.00 ; 26 Ibs. 

*C3396 9x6 4800 cards 21%," i" 16" 30.00 : 33 Ibs. 
—_ eee THREE DRAWER DOCUMENT FILE 


C3105 10'/"x5" 1000 leases 183," 121," 16" $19.95 I's 32 Ibs 


COLORS: Olive Green or Cole gray. In Walnut or Mahogany finish, add $6.00 for | drawer units, $8.00 
for 2 drawer, $10.00 for 3 drawer units 


LOCKS: Cabinets equipped with lock and key add $2.10 per drawer 
RODS: Cabinets eauipped with rods for punched index cards add $3.00 per drawer 


oe) B= STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 





Five girls 


assigned to better jobs- 


“Once we kept six girls busy copying salesmen’ s 
orders. Now one does the job in a half-day with 


Ozalid. The other five are on more productive jobs!”’ 


How? Salesmen now write their orders on 
a translucent form. Prices, extensions and 
back orders are posted to this same form. 
Ozalid copies are made for Credit, Billing, 
Shipping, Inventory Control, Production and 
customer’s confirmation. And the time saved 
is worth more than the payroll saving. 

Thousands of firms have done away with 
wasteful retyping, rewriting, proofreading — 
save time, speed work, with Ozalid. 


Hundreds of uses for Ozalid 


An Ozalid machine also copies letters, 
memos, reports, written notes—and drawings, 
specifications, invoices, lists, ledger sheets, 
statements, shipping directions, schedules, 
tax reports, and 75% of incoming letters. 

Not enough copies is costly in any office. 


Plenty of copies are always available with 


an Ozalid machine. 

An Ozalid machine makes 
better copies, more quickly, 
more economically than any ofhce worker 
or any photocopying machine. It will copy 
anything written, typed, printed or drawn— 
on translucent paper that lets light through 
Ozalid reproduction is instant — requires no 
stencils, negatives, darkrooms. 

Ozalid prints are white, accurate, legible, 
dry, ready for use. A letter size copy is made 
in less than a minute, for under 2¢. 

Ask the nearest Ozalid distributor (see 
phone book) to show you the Ozalid machine 
you should have 
Johnson City, N. ¥ 


Owens Company, Ltd., Montreal. 


or write tol 79 Ozaway, 


In Canada, Hughes 


A Division of General Aniline & 
From Research to Reality! 


OZALID - 


Film Corporation 


OZALID 


BAMBINO (right) is the smallest 
fastest, low-priced office copying 
machine j 


will make 200 copies 


an hour, on sheets as wide as 9 


for less than 2¢ a copy 


OZAMATIC (left) is a table 
model, handles sheets as 
wide as 16°, and can make 
up to 1000 prints an hour 
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H. R. Anewalt, assist- 
ant secretary and 
controller, American 
Casualty Co., says 
their dictation sys- 
tem is already sav- 
ing them $10,000 a 


year. 


~ 
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The Dictaphone Telecord dictation system of 
American Casualty Co. serves 150 dictators 
in their new 14-floor office building at Read 
ing, Pa. World's largest dictation switchboard 
in the basement (at left) automatically con 
nects dictator to a free recording machine in 
the third-floor transcribing pool (below) 
staffed by || stenographers. Letters dictated 
before 2 p.m. are returned for signature be 
fore 4:30 p.m. System operates from 7:30 a.m 
to 9:30 p.m. Five extra Dictaphone Time 
Master dictating machines are available for 
use at home or on the road. Stenographers 
can produce 25%, more work with the system 
which adds up to $10,000 a year. 





Harry D. Heaps 
(left), Philadelphia 
regional manager of 
Underwood Samas 
Punched Card Divi 
sion, and Sherwood 
C. Stedman (right), 
of Christmas Club, a 
corporation, explain 
2\!-column _ interpo- 
lator for self-ac- 
counting Christmas 
Club system to Rich 
ard G. Kreis, vice 
president, First Na 
tional Bank of Scran 
ton, and June Sam- 
uel, of the bank's 
staff, at regional 
conference of Na- 
tional Assn. of Bank 
Auditors & Control 
lers. 


J. Irving Obst, cash 
ier, using one of the 
10-key Swift Adding 
Machines which are 
supplied to each 
teller in the Big 
Bend Bank in subur- 
ban St. Louis. N. H. 
Von Sooston (right) 
who installed ma- 
chines, said he chose 
Swift machines be- 
cause of their small 
size light weight 
visible totals and rel- 
atively large capa 
city. 


New Eox , 


om 


r 
rirst National f 


New York offices of 
Container Corp. 
where Clark & 
Gibby, Inc., have in- 
stalled 35 Metal-Lux 
executive posture 
chairs made by Mil- 
waukee Metal Furni 
ture Co. 





General secretaries 
in the offices of Olin 
Mathieson Chemical! 
Corp. are housed in 
an oversized corridor 
to serve executives’ 
offices at the left 
and assistant execu- 
tives’ offices at the 
right. Area has steel 
and glass partitions 
floating between the 
finished floor and 
the ceiling. Parti- 
tions can be moved 
on a 3-ft. module in 
any direction. 








Executives’ secre- 
taries in the Olin 
Mathieson offices 
are located immedi- 
ately outside the of- 
fices they serve. 
Semi-privacy is 
achieved by use of 
low files with overfile 
storage cabinets as 
dividers between 
secretaries. 


Long Lease Demands 
Office Flexibility 


New 4-floor executive offices of Olin Mathie 
son Chemical Corp. in New York were deve 
oped by Designs for Business, Inc., on a 3-ft 
module. Any area can be enclosed in glass 


for clerical use or changed to natural wood 
partitions for executive use Cork panels also 
can be used 
At left is the office of an assistant to a vice 
president. Conditioned air is diffused through 
pinholes in illuminated plastic ce ing A 
individual office needs of the occupant are 
accounted for in the cabinet which runs acros: 
the full width of the office. Cabinet has inter 
changeable drawers, shelves, files, etc. Flex 
bility of design was reauired because Olir 
Mathieson took 20-year lease on space 





Walnut paneled office of Robert H. Moody, manager of the enlarged TV and radio center of 
Miami Valley Broadcasting Corp., Dayton, Ohio 


WHIO’s New Offices 


Miami Valley Broadcasting Corp. has moved into its enlarged studio and office building. 

Trebeled in size by Austin Co., the new structure on a 3-acre site is five miles from downtown 

Dayton. Below is WHIO's music library containing turntable and files. There are two small, 

soundproof record booths at right, just out of sight. Acoustical tile ceiling and vinyl tile floor 
are typical of those throughout the entire office area. 
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General illumination of 50 footcandles is maintained throughout WHIO's office area, situated 

between the executive offices (right) and the artists’ lounge and rehearsal space (left). Acoustic 

tile ceiling and vinyl tile floor afford a high level of sound absorption which is further enhanced 
by the bank-type steel partitions of obscure glass 


WHIO's switchboard operator also serves as receptionist at the employees’ and service 
entrance which has a quarry tile floor and interior walls of facebrick and plaster. All duplicating 
and mailing is handled in the large storeroom area which is accessible through the dutch door 


mre " , . — 





Partition 
Display 


A large, complete display of office partitions 
is now on view in the new showrooms of Irwin 
Casper, Inc., 401 Broadway, New York. Par- 
titions range in height from 36” railing types 
to ceiling height, in all-metal, metal and glass, 
and glass in a variety of different grades and 
thicknesses. One type, Otis Panel-ettes (at 
right), come as packaged items with com- 
plete units, ready for anyone to install, packed 
in cartons, Otis Panel-ettes are set up without 
the use of tools and can be taken down and 
moved about as requirements change. The 
Casper firm also stocks used partitions of all 
kinds in an additional 26,000 sq. ft. of ware- 


house space. 


\ 
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Flush type bank-rail 

partitions in the new 

showrooms of Irwin 
Casper, Inc. 


One of the many at- 
tractive styles of 
glass and metal par- 
titions shown by 
Irwin Casper, Inc. 























Uniquely and completely automatic, the versatile Olivetti 
Printing Calculator automatically multiplies and divides, and 
is also a fast 10-key adding machine, with automatic credit 


balance and direct subtraction. Its tape provides permanent 
printed proof of all calculations, for fast, easy auditing. 


The first printing calculator to have a 
separate multiplication keyboard, the 
Olivetti automatically multiplies with- 
out requiring the operator to position 
the multiplicand; all mental counting is 
eliminated; fast short-cut multiplication 
is automatically used. It automatically 
divides; locating the decimal point ts 
simple. Double and triple zero keys, found 
on no other printing calculator, and new 
discount key, add extra speed. Proven in 
7 vears of use, the Olivetti has a lower 
cost maintenance contract than any com- 
parable machine. 20,000 are in use in the 
U.S.A., sold and serviced by branch of- 
fices and by 450 dealers, in all 48 states. 
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Olivetti Corporation of America 
Dept. EO, 580 Fifth Avenue 
New York 36, N.Y. 


Gentlemen: I'd like to know more 
ng Caleulator, that 
makes figure-work quick, ea and 
Without obligating me 


any way, ple is¢ let Thi have this ith 


ihout your Print 
iutomaty 


formation as soon as possible 
Name 

Tith 

Company 

street 


( ity State 








IN CARBON PAPER 
The Best is Least Expensive in the Long Run 


re the cost of writing 
tor ona Stenogra 
Overhead 
Postage Supplies 
» find thot the cost of the 
nd Ribbons is surprisingly 
set of the very best Carbon 


f used only a few time 


really save by 


nomy Brand’? 


ke CARTER'S 
easy-to-read 
and never 


or paper 


to wear, you Il 
spend less per 
» buy CARTER'S 


vats built te 


aid A 
jouw’ it sia antl haa 
‘ 


y — 
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Whichever you buy 
be right, because 


Call your local Stationer or Office Outfitter 


THE CARTER’S INK COMPANY 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 
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POLYCHROME Vv 
-KOTE* 
OFFSET PLATES 


Unique development SIMPLIFIES — 
SPEEDS-UP—CUTS COST of produc- 


ing hundreds of copies anywhere 
im your office. 


SPEED in less than 1 minute— SIMPLICITY Anyone can 
you can complete a V-KOTE* Offset easily make a V-KOTE* Offset Plate 


Plate, ready to print on your with the Verifax Method. No special 
duplicator. 


ECONOMY V.-KOTE* Offset 
Plates cost pennies — produce hun- 
dreds of copies of anything printed, 


typed, written or drawn 
Lee ae Kodak Verifax Method produce 


Ask your dealer to demonstrate this V-KOTE* Offset Plates in ordinary 
practical method of making V-KOTE * room light. Requires a minimum of 
Offset Plates — TODAY! desk space. 


skill required. 


VERSATILITY Copy may 
be one or two sided. The Polychrome 


Graphic Transfer Process, plus the 





POLYCHROME CORPORATION 


2 ASHBURTON AVENUE « YONKERS 2, N.Y. 
Manufacturers of Polykote,® Dualkote® and 
Granekote Presensitized Offset Plates. 
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A new dome of life in the office 
Ams 


PARTITION=ette<" 
and OFFICE-ettes'' 


modular, 


packaged offices in both 


steel and wood 


Manufactured by 





ARNOT-JAMESTOWN DIVISION 
AETNA STEEL PRODUCTS CORPORATION 
JAMESTOWN, NEW YORK 
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rH ROLLERS AND © 
ating machines 


BLANKETS 


MERCURY-LITR: Be 
for Multilith prt 


GRAPH ROLLERS 
9 machines 


MERCURY sage 
Multigroph duplicotin 


MERCURY PRODUCTS 


You get extra mileage from these superior 
rollers and blankets because they are 
extra durable. They are built to meet the 
same severe standards as the heavy duty 
rollers and blankets used on the world’s 
largest lithographic and printing presses. 
As a result they outlast ordinary duplicator 
accessories and give far finer reproduction. 
Try a set and see the difference. 


RAPID ROLLER COMPANY 


FEDERAL AT 26TH STREET ° CHICAGO 16, ILLINOIS 
Eastern Office: 800 McCarter Highway, Newark 5, N. J. 


for 
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F:: AS MANY AS 500 PERFECT COPIES 


in a hurry, you just can’t beat an 

Old Town Spirit Duplicator. It's clean, 
: = na 

foolproof and economical. No costly sten- 

cils or mats, no messy inks or gelatins, no 

cleaning up later. Simply write, type or 


draw on an Old Town master unit and 
place it on the machine. Copy paper 
moistened with a clean, alcohol-type D U P L | C ATO v S 
fluid picks off clear copies faster than one 


a second. And you get up to six colors 
at once! 


World's foremost maker of carbons, ribbons 


duplicators and duplicating supplv 


Rent your 


OLD TOWN SPIRIT DUPLICATOR Get 


%& Rentals as low as $7.50 per month. the 
% Rent one or many machines details 
% 10-day FREE trial in your own office. 


today 
% Liberal trade-in on your old machine 


if you decide to buy. 
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Whether you bought dictation equipment 


yesterday, or 10 years ago, 








we can prove Scribe will 





our dictation 


ration, olf course 





E PAX...PBAX t us prove to you—in your office 


ALES ANI RV 


Scribe 


Dealers note 


PIONEER MANUFACTURERS OF ERROR-FREE MAGNETIC TAPE DICTATION EQUIPMENT 
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cash register design 


If there is one cash register which fully meets the performance and 
budget needs of all small and medium size retailer surely it is 

the magnificent new Regna DeLuxe! A cash register an adding 
machine a bookkeeping machine—it is ideally suited for the 
multiple functions of cash protection, cash-credit control and general 
figurework. Sturdy, precision-built, soft-spoken . Virtually 
maintenance-free! And note the Regna’s trim, rounded styling 

so elegant, compact, unobtrusive. Yet for all this versatility ar if beauty, 
the Regna is low-priced, within easy reach of the smallest storekeeper! 
New manual or electric models with through-colored Carbamide 

cases in green, ivory and maroon. 


Kae 


Regna can print double cash receipts Visible item indication shows clerk New square shaped “sculptured” keys 

fone for store, one for customer). and customer individual items, total are far easier and faster to operate 
A complete stock of Regna Electrically and hand oper 
parts is located in service ated models with or without 
centers throughout the f s ndication 


——— i | TT 


Regna Cash Registers, Inc. 
175 Fifth Avenue, New York 10, N. Y. 


Gentlemen: 


Please send details and prices on the Regna Deluxe Cash Register 
plus information about becoming a Regna dealer. 


IN CANADA: Regna Cash Registers of Canada | Name 

Ltd., 704 Notre Dame St. W., Monretal, Que., a 

and | eg Equipment Machines, 439-R Company 
ronto, Ont. 

GUPSIDE CONTINENTAL U.S.: Jorgen af 

Lien, Box 507, Bergen, Norway. 


City 
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genuine opportunity 


ADDO MACHINE CO., INC. | GRAMONT corporation 


145 West 57th St, New York 19. N.Y 2756 Rowena Ave., los Angeles 39, Calif 
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Go Ahead, Mister—It's Your Dough! 


If you’ re satisfied to literally throw money 
out the window . . . keep right on with 
those antiquated paperwork methods. 

What do we mean? Just this! If your 
paperwork procedure is a conglomeration 
of different forms—a succession of typing 
and retyping operations, then you’re 
paying for a lot of needless work that is 
eating into your profit margin. Even 
clerical help is too costly to squander on 
repetition of effort. Here is where Colitho 
Offset Dupli- 
cating Products 
come in. 





==THE 


‘ONE-WRITE’ 


For years now, Colitho paperwork en- 
gineers have been showing business people 
how the duplicating machines they already 
have can be used to increase the efficiency 
of business forms procedure—not just in 
bulletins, sales sheets and reports, but in 
the purchasing, manufacturing, engineer- 
ing and accounting systems of a business. 

An idea of what this kind of help might 
mean to you is contained in the 16-page 
booklet, ‘‘Cash In On Your Offset Dupli- 
cator’s Idle Time.”” We'd like . 
to send you a copy. Just fill Lali, 

4 “ 


out and mail the coupon 


WAY TO RUN A BUSINESS 








Colitho Division, COLUMBIA RIBBON & CARBON MFG. CO,, Inc 
956 Herb Hill Road, Glen Cove, N. Y 


Please send the booklet “Cash In On Your Offset Duplicator's Idle Time 
and the Colitho ideo File 
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GUIDE TO AMERICAN DIRECTORIES FOR COM- 
PILING MAILING LISTS. B. Klein & Co. 27 
East 22nd St., New York 10, 108 pp., 310 
Information on all current business 

directories and publications, 

be used as sources for the 

of accurate and diversified 

No advertising appears nor 

any paid listings. Lists all current 

rectories, describes their contents, 

where they may be obtained and 

cost, if any. Many directories, w 

total of more than 100,000 names, met 

obtained free. Bi-monthly supplement 
will be mailed without charge to 
chasers for six nonths ar 


publishe d 


nftormati 


newly directories and 


sources of 


FILING IDEAS. Gordon L, Mattson & Associates, 
105 W. Monroe St., Chicago 3, 24 pp., $7.50. 
Six reports on fliing analys 

equipment previously 

a part of the complete 

priced at $25. Contain useful and inte 

esting information on filing. Did you 

know that the total number of names 


beginning with a 


yg 4 certain three etter 
are more numerous than the total number 
ot names beginning with some b 
other letters? Names beginning w 
the two letter combination MA 
Maas, MacArthur, Madison, ete 
more numerous than the total 
names starting with six letters 
alphabet? Includes a summary 
percentage of names bey ng 

two, three, and four letter combing ons. 
This information can simplify sorting 
material prior to filing. 

traces the origins of each 

ters of the alphabet and 


(Continued on page 
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INCREASE EFFICIENCY 


with 
VENTILATED COMFORT 
Eliminate the "breaks" 
Better Seating Pays 
for Itself 


Stenos say 

"'Twice as Comfortable"’ 
P.A.'s say 

“Half as Expensive'’ 


Posture Swivel 


6 adjustments 
spring tension back 
wide seat 


4 PS33A 
SARAN upholstery 
for 
complete circulation of 
air 


* Let your body breathe. 


Comfort 

Quality 

Low Maintenance 
Low Cost 


it must be ventilated for lasting com- 
fort. COMPARE WITH ANY OTHER 
CHAIRS, regardless of price. 


Ask your dealer for free trial 
or write us for further details. 


PRECISION MFG. CO. 


831 CHICAGO AVE., EVANSTON, ILLINOIS 











Do you know how this Expression began? 





“Beating around the Bush”... 


It dates back to an old English sport called “batfowling.” 


Ihe batfowler, armed with a light and a bat, would beat 

the bushes adjacent to the bush where the main flock was 

asleep, to first catch the strays. Hence the expression came 

to mean approaching indirectly the main objective. 
You don’t have to “beat around the 

bush” about Gilbert papers. Compare 

them directly with any bond paper 

made. You'll find Gilbert papers un- 

matched for whiteness and superb 


cockle finish. Ask your supplier. GILBERT 


Gilbert py. 


new cotton fibre content bond papers 
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Training for 
Office Supervision 


ROBERT C. CHOPE 


Manager, Technical Employment and Training, 
Tire Development Div., United States Rubber Co., Detroit. 


HERE ARE § million clerical peopl cording leh Jolinson of the Port 
in the U.S. today—14% of all the of N.Y. Authority, they recently spent 
working population, doing clerical $100,000) training one man TI in 

The national average of total man cluded salaries ot l managers who wave 
hours spent on paperwork probably ex lim job rotation training. Trained peo 


ceeds 25%, and tor all this paper shut ple can make the d 


tlerence betwee 
fling in this country, we paid out 7] cess and failure of the busine 
billion dollars last vear. We have halt prise 

# million people supervising this paper We keep the llowing phases 
work; yet only 25% of our offices have before us in all of our company 
a methods program, only 532% have a ing literature, programs and aids 


forms control program and, on top ot ey velopment of men is our mo 
it all, a training job is not being done portant job 
hecause we have traiming programs 1 Manpowe1 S OUr najor 
only 20% of our offices today. Trained manpowe! 
In a few instances where com panies tive tool. 
have been sold selentifie office manage Kffective manpowe! 
ment, vou find tramng in the olhiee, set 
methods in the office, control, Degree of effectiven 
standards and all the things this group power is conditioned by 
has been promoting for vears. We must — tion, development a Lire 
sell our program, but first we ha agement peopl 
build a program Betore V¢ al | Properly done, Trawning 
it, we must have a toundation t l plish lower ¢ » Improves 
A training program can stan 1 onk work, better 
one thing he velopment of | munications, leveloping 
That's the justification = t ing attitudes, and inerea 
That’s what | nas to accomplish i the people 
Today. we say DUSINGSS Is iv and costs, quality, 
so complex that it’s difficult to « tions 
about improving our relationships wit! A program 
the clerk at the desk or the worker ! training need 


it’s difficult, but we've g Any training 
We must prepare people ) ment program 


ob well, and willingly. and nition OL ftraimming need 


understand the why of things | ment study An 
them. There’s only one wa cnow of as turnover, and 
iat job and that’ : vol perience of present supervisor 


o develop the Wvidua ine rather accura ne number 
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ftacement needed at various 
next year, three years, five years, 
Technical knowledge tests will as 
materially in pointing out areas ol! 

be stressed 
two excellent tools S11 
job deser ptions and some ob 
his pertormance on 
weigh the performances 
job requirements. The dit 
ill! represent your traiming 
\ common approach to deter 
need : use a questionnaire to 
ect topics and subjects that trainees 
are important Many times the 
nee is the poorest source fo! accurate 
information on this subject. Let me 


oht al example 


Wi asked our supe rvisors lh an Opin 


a survey, if they felt they needed 
training in interviewing techniques. We 
vere training them in the mechanies ot 
a rating program which called for inter 
viewing the employee atter the rating. 
They almost unanimously suggested that 
this would be a waste ot time since they 
possessed the skills of interview 
Later \ will refer to our ex 
perience ‘ il Supervisors dnb inh 
terviewing f demonstrated beyond a 
doubt that there was a huge gulf be 
tween the supervisor’s appraisal of his 
level of interviewing skill and his actual 
las observed through the medium of 
a recorded pertormance. Otten the su 
pervisor cannot appraise his skill ae 
curately 
There is, however, something 
said, in favor of opinion surveys 
tool in determining training needs 
an Opinion survey ih our own company, 
we found significant items that pointed 
to the need for supervisory training in 
employee relationships and = leadership 
skills These items were found in the 
answers thi mploy gave to such 


questions as 


< 


The flannel board which the author used for 
the visual presentation of his award-winning 
paper. He started with a blank board and 
bui't up the “individual” as each topic was 


mentioned. 





Pak Orrwce— June, 1955 





“Does your supervisor seem interested ready to consider what we should teach 
in vou and your problems?” What we should teach an employee or 
“Does he keep you informed of plant supervisor depends on our company ob 
news and activities?” iectives. The general rule might be 
“Does he tell vou when vou do a good stated something like this: To develop 
job?” . supervisory personnel of a company, we 
With the need determined, we ar should develop their knowledge, attitudes 





IN YOUR OPINION: 


ls it good practice to encourage groups of employees 


to assist in the development of work schedules and 


work measurements for their departments? 


Do you feel that people nowadays tend to drift from 
job to job more than they used to? 


Are employees and supervisors helpful in suggesting 
methods improvements to you? 


In general, are you satisfied with the progress your 
people are making on their jobs? 


Do you find that your employees lack job interest 
and initiative? 


Does your management cool off when you suggest 
training for the ''brass'’? 


ls it difficult to maintain high morale in your office 


with present day trends toward cost reduction? 


ls it difficult to justify the cost of a training 
program? 


Will strict discipline increase office 
productivity ? 


ls there any point in spending time training experi- 
enced personnel? 
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suits prove, hx pe rieres \ hint Peau preevp rte nave heen management s 
| 


| 


] 
riven) 


lecture, well organs f and wel! business all along and human relations 


vered with the proper tempo, : has been witl us, hot Hust sine Dale 


quite effective. Let’s see how lecture Carnegie but, since Adam and Kve 
; 


method applied to the development of We designed a human relations seri 


-in human relations ret across one or two rather simpl 

In the past ten vears, business peopl ideas: (1) management accomplished 
ve been increasingly interested in hu objectives through people; (2) wher 
relations. This ts ditheult to management fails, it fails because ot 


and, hut it] aad He least people. Po, AN Css ntial skill I! nfier 





Here’s Your Executive Attitude: 


(See page 69) 


Are you a democratic leader? 


Are you neglecting to do a good orientation and in- 
service training job? 


Are you a good listener? 

Are you using training for employee deve!opment? 
Do you fail to delegate authority? 

Did you fail to sell training from the top down? 


Do you fail to help your employees understand that 
their security depends on the company’s ability to 
successfully meet competition? 


Have you failed to evaluate training in your company? 


Good human relations are unimportant in 
office productivity. 


10. Is your training geared to individual needs? 
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17 RULES FOR PLAIN LETTERS 








For Shortness: 
Don't make a habit of repeating what is saidina 
letter you answer. 
Avoid needless words and needless information. 
Beware of roundabout prepositional phrases, 





Watch out for nouns and adjectives that derive 
from verbs. Use these words in their verb form 
more frequently. 

Don't qualify your statements witn irrelevent 
"3266" 





Simplicity: 

Know your subject so well you can discuss it 
naturally and confidently. 

Use short words, short sentences, and short 
paragraphs. 

Be compact. Don't separate closely related 
parts of sentences. 

Tie thoughts together so your reader can follow 
you from one to another without getting lost. 


Strength: 

Use specific, concrete words. 

Use more active verbs. 

Don't explain your answer before giving it. 
Give answers straightaway, then explain if 
necessary. 

Don't hedge. Avoid expressions like it appears. 





Sincerity: 

Be human. Use words that stand for human beings, 
like the names of persons and the personal pro- 
nouns you, he, she, we, and soon. 

Admit mistakes. Don't hide them behind mean- 
ingless words. 

Don't overwhelm your reader with intensives 
and emphatics. 

Do not be obSequious or arrogant. Strive to ex- 
press yourself in a friendly way and with a 
Simple dignity befitting the United States 
Government. 














The 4-S letterwriting formula from the Government's handbook, ''Plain Letters,’ published by 
the General Services Administration (see page opposite). 
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How to Use an 
Accounting 


Machine for 


Payroll Work 


A. O. HARDING 


Treasurer, New Castle Products, Inc. 
New Castle, Ind. 


HETHER YOU 
Ing machit 


tere 


mact ( 
work at our compa 
sl. It ha 
writer ane 
keyboard 


Contro 


stops 
The movement 
are muct tite complicated 


iter stop \ t matte! 


Machine Release —— [(] @& 


Typewriter Tabulation — ¥ 
Carriage Return ——___ 


Automatic Operation — 


Tabulation 


Block Assembly 
Controls 





~ 
Plate Assembly 
Controls 


THe 


OPFICt 


Carriage 


Stop 
Latch 


Stabilizing 


Stud 
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the new 


WEAREVER LIQUASCRIBE’ 


RETRACTABLE PENCIL 


It retracts 


Y Writes dry turn to write #. 
turn back 4 


Y Writes like a pencil to retract 
Y Erases easily 


Only product of its kind that combines 
retractable point... replaceable cartridge 


renewable eraser. 


Here’s tne 


WEAREVER / 29¢ 


LIQUASCRIBE '/ $3.48 


RETRACTABLE PENCIL per dozen 


Order through your 


MADE BY DAVID KAHN, INC., NORTH BERGEN, N. J 
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MEW CASTLE PROmUT 














earnings record payro ournal and check register are created 


at one time 





But Icant afford the kind of 


Microfilming equipment 1 needa! 


z, Here is the compact unit Bell & Howell 

Now You CAN. has dk ve loped and produced to provide 

any business with the advantages 

WD 4 o 94) wer T4392 of modern microfilming at a reason 
This new Micro-Twin med pine 

The Mic ro-Twin combined recorder 

veCcorder: reader COSTS leSs and-reader gives you a complete low 

] cost microfilm system—all/ in one unit, at 

IV PCC|G ODA less than you’d expect to pay for a 

than goue CAf oe c / ‘ g recorder alone! It records as basi as you 

can feed it—by hand or automatically. It 

photographs documents front and back 

simultaneously, if you wish making 

37 to 1 reductions inexpensively. Full 

size facsimiles of documents can be mad 

in the reader developed without a 
darkroom 

Think of the many ways you can us« 

microfilming, now that it’s priced within 

your reach. For details, call our branch 

office listed in your telephone book 

Burroughs Corp., Detroit 32, Michigan 


Sor a recorder atone! 


SOLO ANO SERVICED BY 


Burroughs 


Belle Howell 


MICROFILM EQUIPMENT 


Burroughs ind **Micro-T'win i'M’s 
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Fig. 2. On 941a Report, operator enters two figures (earnings to date and earnings to end of 
previous quarter), both read directly from earnings record. Machine does all computation 
automatically printing figures 


very easily removed and replaced by ar Hhecessary. | na ne itself controls 


other to change the entire tunction ot ! { I \ automatically. 


the machine This is not done by the vy | ow these principles 


company, but by the operator when sh¢ apply as ie accounting machine 
wants to change trom one application leat Take a look at the illustra 
to another—as from accounts receivable {1 | avroll forms we use here 
to accounts payable. The change is made at \ j le Products (Fie. 1). The 
simply by raising a button at either end sti nent, cheek, earnings record 
of the form bar, which is in the tront payroll journal are written at the 
of the machine, not at the back as on ame time. Gross and net earnings, as 
a typewriter, and sliding it off. These well as earnings to and combined 
form bars are sometimes reterred to a vithholding and F.1.C. A. to date, ar 
control panels automatically computed and printed by 
You will notice from the above de t machine. Journal columns accumu 
scription that the chiet duty ot the op i as posting takes place 
erator is to set up amounts on a an see, with the explanation of 
standard adding machine keyboard and — stops given above, what actually takes 
touch a motor bar similar to that on an a will not take eve ry column, 


adding machine; then, to do any typing ut just a w, to demonstrate the fun 
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vr 


The right ansner at 


with world’s smallest 100 


Long distance on the wire — Paris 
. New York ... Unprepared, 


you must make an intricate calculation in 


London .. 


a matter of seconds. But the relephonesize 
Facit ESA-O is alongside to make sure 
you re not caught napping 

Anyone — even your office-boy — 
can master the Facit ESA-O after 15 min- 
utes’ practice. The smallest fully automatic 


calculator in existence, it has an “adulesize” 


the right moment 
% automatic calculator, 


keyboard — bur with only 10 keys! Con- 
venient five-finger span enables you to da 
calculations with one hand while making 
notations with the other. 

Precision-made parts of fine Swedish steel 
are your guarantee of durable performance 
— thousands of Facit calculators produced 
20 years ago are still in daily use. Ask for 
our illustrated brochure FB 24 to find out 


about Facit’s special refinements 


CALCULATOR 


WORLD’S MOST 
EXPORTED CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N.Y. 
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114 Sansome St., San Francisco 4, Calif. 
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ave quality TO Sore 
formed, An exce! 
is is to be found 

preparation of a 941; 
report 
korn al i state 
yverTnment a prepared at the same 

The opera ro machine, read 


You can design your own forms and pre-set from = the ua: carn ree 
the entire machine operation. : i ‘ > a put enter ear 

d earnings-to 

previous qual 

el ployes ’S ac 


less this in 


un 
\ddressographed 


/ 


fhe mnction ] 


and com plete 7 
prints 

then goes o1 

print automat 

Vaves taxable unde 

is quarter, and State 

wave I the quarter To do 

machine subtracts $3,600 trom 

ie year, the 

remain any IS automati 


subtracted tron i@ Federal ti 


stop 
| 


and moves the machine 


| 
VTOSS arnin¢g¢s comm [ere a 


stop immediately tells the mach 


Mr. Harding's company pioneered the folding 
same manner t arnings a \ door in 1936. They are sold under the name 
firured Modernfold. 
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Bulletins 
Today 
on Postage 
e Reply Card 


t 
Ask For These 
244: 


ig 





There is no better way to produce small 
offset plates than with genuine arc 


New, lamp equipment. You can produce 


plates that assure longer runs with 


Greater sharp dot structure and improved line 

/ definition faster than ever before. Light 

Capacity: intensity that remains constant and 

andi of ‘ uniform always. Only nuArc offers 3 
andle plates from ie “ 

13"x18" up to 21x24". RAPID PRINTER Sizes to suit every need. 


Make your own plates _—RP-21 FLOOR MODEL — Overall plate size 21” x 24” $385 
in HALF the regular — gp-17 FLOOR MODEL —Overall plate size 17” 1 24” $298 
oe RP-13 TABLE MODEL—Overall plate size 13” x 18” $249 


. light table with deve table 
the «<< UT BULite tel Mtle with developing table top 
The most important accessory in your shop is the nuArc nuLite 
light table with the Developing Table Top. Available in 2 sizes, 
they are both equipped with soft, diffused fluorescent lighting 
Ideal for stripping, opaquing, layout and finishing. Just put the 
top down and you can fae your own plates without moving 
film or disturbing work on glass top. Complete with chemical 
containers, sponges, storage rack, plus machined and calibrated 
straight edges. nuLite LT-23 light table is 25”x30” on surface with 
extension shelf 23x23” in size. The LT-18 nuLite has a glass size 

of 18”x20”. LT-23 glass size is 23”x28” 
LT-23 nlite $135.08 81-26 Developing Table Top $45.00 
LT-18 mulite $85.00 81-20 Developing Table Top $27.50 
All prices quoted F.O.B. Chicago 








nuArc Company, inc. 
824 S. Western Avenue 
Chicago 12, Ill. 

Please rush, without obligation, the material checked below. 
| | Bulletin No. 230 on Rapid Printer and nuLite Light Tables 
a Buiietin No. 300 on Vacuum Frame-Arc Light 

—~ Combinations 

[|_| Name of Distributor in my Area 


MULTILITH AND DAVIDSON OPERATORS 


Now you can own the only low-cost Genuine 
Carbon Arc Lamp-Vacuum Printing Frame Combination 


torless than A500 









The N-16S combination lamp 
printer has been designed with 
a light shield to eliminate light 
glare and provide complete arc 
enclosure. Attaches easily to 
any existing vacuum supply. 


N-16S $135.00 F.0.8. Chicage 





nuArc Co., Inc. 
824 S$. Western Ave. 


Chicago 12, Illinois 
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WITHHOLDING TAX STATEMENT 
Teun torres 1954 Federal Taxes Withheld From Wages 





arr ees 


imecOme tax 
hoa 


TOTAL WAGES Before 
Payre:! Oedve nama) 
PAID im ¥04 
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ad 
[372000 


SOCIAL SECURITY 
‘eerOlmana Thome Wec omg TAX 








*COoE | TOTAL TAX wareneLd| © 





72.00@ 72800 


4 - 7 


EMPLOYEE | 


FOR USE WITH STOP ORDER 
31-71 replacement 





to whom | 


PAID 








FOR DISTRICT DIRECTOR 


EMPLOYER: SEE INSTRUCTIONS 
ON OTHER SIDE 























Fig. 3. W-2 Forms are automatically written by the accounting machine. 


In like manner, 
the machine subtracts $3,000 trom earn 
ings-to-date for the year and deducts 
any plus difference from State taxable 
wages for this quarter. 


wages tor this quarter. 


For instance, 1f a man’s total earnings 
for the year to date are $3,700 and his 
earnings this quarter (which are in 
cluded in the $3,700) are $800, $700 of 
that amount is taxable under F. 1. C. A 
and $100 is taxable for the State. To do 
this work mentally, even with the aid 
of an adding machine, requires consid 
erable effort and subject to 
error. Our entire job for 470 employees 
now takes one girl just one day. 
a full four-days’ work when the 
were done separately by hand. 

When W-2’s are written, the machine 
takes the combined tax figure (F. 1. C. A. 
and Withholding), as shown by the 
earnings record, and breaks out the 


F.1.C. A. and Withholding Tax, print 


is easily 


It was 


rorms 


W-2 form. 

combined 
tax figure throughout the year since only 
one computation (instead of two) must 
be made for each employee when the 
payroll is written. Also, only one pre 
vious balance figure must be picked up. 

A basic knowledge ot accounting ma 
chine operation can help design 
your own forms and apply your own 
problems to machine work. 
pany, 


figures on the 
advantage to use a 


ing the two 


It is an 


you 


In our com- 
machine handles 
not only payroll, but also inventory ree 


one accounting 
ords, sales journal, cash receipts jour 
nal, ledger cards, 
voucher register, vouchers, accounts pay 


accounts receivable 
able distribution and cash disbursements 
journal. This single-machine mechaniza 
tion has saved the time of three people 
in our bookkeeping department, enabling 
us to make a very 
proht 


large percentage of 


from our investment in the ae 


counting machine. 


“The old boy's 
technique is 
improving.” 





ADDIPHON... 


amazing new telephone amplifier 


For PERSONAL or GROUP conversations! 


Don’t be tied to your desk by time-consum- 
ing telephone cails. ADDIPHON frees 
you to do other jobs anywhere else in your 
office and still carry on a phone conversa- 
tion. Just rest your phone on ADDIPHON 
and this remarkable instrument will am- 
plify incoming calls to any desired volume. 
ADDIPHON also picks up voices from any 
location in your office and transmits them 


Patented control unit 
assures static-free, 
crystal clear reception 
at all times. 


Compact, durable and 
portable — plugs into 
any AC-DC outlet. 


Workmanship guaran- 
teed for one year. 


clearly over your phone to the party at the 
other end of the wire — permits group 
participation on one call! Invaluable for 
sales meetings, conferences, etc., when im- 
Cuts 
tremendous 


portant phone calls are expected. 
considerably; a 
No installation re- 


phone costs 
time and effort-saver. 


quired—instantly movable. 


Increase your office efficiency, and save time, effort and money doing it. 


Get ADDIPHON — only $72.50 


If you use a phone, you need ADDIPHON! 


Product of Metronics, Inc., Burlington, N. J. 


Some select territories available for distributors and dealers. 


Write to address below. 


For name of nearest dealer, write to Metronics International, Ltd. Sales Representative, 1225 Broadway, N. Y. 1, N. Y. 
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30th Annual 
NOMDA Convention in 
Denver, June 26-29 


WILBUR E. WALKER 
NOMDA President 


NE OF THE BEST programs evel ca’s yreat spe akers and comes 
presented by the National Office convention as a member of the 
Machine Dealers Assn. at any of its Bureau of General Motors Corp. There 


29 previous annual Conventions and is hardly a corner of the country in 


Trade Exhibits is scheduled for June which he has not appeared as a speaker 


26-29 in Denver. There will be only one to just about every type of gathering. 
speaker during the entire four days. An airline has deseribed him as “Amer- 
The remainder of the time will be de ica’s Number One Air Passenger.” This 
voted to pane] discussions, business enables him to make on-the spot obset 
meetings and visiting the exhibits. vations of business s all over the 
There will be panel discussions every nation and gives him a close insight inte 
atternoon atter disposing of a limited our economy 
amount of association business. \fter a complete survey of the wishes 
Dr. Kenneth MeFarland of Topeka, of the membership, arrangements hav 
Kans., is to be the keynote speaker. He heen made to hold a wide variety of 
will talk at the opening luncheon on panels on many phases of the office ma 
Monday, June 27, in the Silver Glade — chine industry. Subjects on the agenda 
Room of the Cosmopolitan Hotel. Dr. are advertising, electric typewriters, 
MeFarland 1S considered one ol Ameri adding machines, discount house 5. caleu 


NOMDA officers and directors. Front row: Martin Waisbren; Charles Krause Jr., general 
counsel; Harold Steinke, treasurer; David Silvers, vice president; Wilbur Walker, president; 
D. L. Keeney Jr., secretary; Harold Peck, Liston Jackson, Middle row: Harold Mann, executive 
secretary; Charles Taylor, C. W. McLane, Samuel Stein, Vito Randazzo, Harry Van Zant, Alfred 
Foxcroft, Fred Standley, Robert Randazzo, Gordon Miller, W. A. Johnston, Edward Pfitzenmaier, 
Herbert Toussaint. Rear row: John Romano, Jack Davenport, Irving Ritchie, Russell Brewington, 
Harvey Miner, Mario Teschion, Paul McWilliams, Ed McHale, James Ward, Jules Waedekin, 
Irwin Vincent, Miller Huggins. 
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NOMDA Convention Program 


SUNDAY, JUNE 26 
9a.m. Exhibits Open. 
10a.m. Golf Tournament at Willis Case Country Club. 
3p.m. Board Meeting in the Paddock Room, Cosmopolitan Hotel. 


MONDAY, JUNE 27 
9am. Exhibits Open. 

2:30 p.m. Luncheon. Invocation by Rev. Howard L. Elston. Guest Speaker, Dr. 
Kenneth McFarland. Business Meeting, Report of Nominating Com- 
mittee. Panel Discussions. 

[30 p.m. Buses Leave Cosmopolitan Hotel for Outdoor Chuckwagon Bonfire 
Dinner at Willow Springs Country Club, Morrison, Colo. 


TUESDAY, JUNE 28 
9am. Exhibits Open. 
9am. Display of Entries for NOMDA Awards. 


:30 p.m. Luncheon. Business Meeting, Election of Officers and Directors. Panel 
Discussions. Board of Directors Meeting. 


WEDNESDAY, JUNE 29 
Yam. Exhibits Open. Awards Display. 
‘30am. Breakfast for Presidents and Secretaries of All Local Associations. 


:30 p.m. Luncheon. Awards to Winners of Membership Drive. Panel Discussion. 
7p.m. Banquet. 











lators, addressing machines, cash regis in the number of votes received was 
ters, bookkeeping machines and dictat adding machines, with discount houses 
ing machines. Each panel will be con third. The spread between the top 
ducted by a member well versed in the items for talks was very slim. Caleu 
topic to which he is assigned. The dis lators received strong support and will 
cussions will cover a wide range of have a big turnout. The votes for all 
topics with a vi w to giving each one in’ other panels ran at a very even level. 
attendance a becter perspective of his “We want the dealers to leave Denver 
business. with a pocket full of ideas that will 
Number one panel as shown by the enable them to make more money and do 
survey will be electric typewriters. Next a better business,’ declared NOMDA 


NOMDA Convention 
committee chairmen. 
In front, Frank Stark: 
Louis Santangelo Jr., 
president of the 
Rocky Mountain 
group; Mrs. Louis 
DeSciose; Ralph 
Legge, general chair- 
man. Rear: Pau 
Honour, Joe Evans 
and Harry Honour. 
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ya 
For clean, sharp, sasy-to-read | 
impressions... nothing beats 


| IMPRESSION ne ty 














KEY 
PRODUCTION 
PAPERS 











Lithograph—small jobs or large, 
lint-free, long runs or short. 





For the 3 major processes 


Here’s the important thing to remember: Whether 
you use lithograph, stencil duplicating, spirit or 
Stencil Duplicating—quick-dry- gelatin process, you can depend on WAUSAU 
sierra tes IMPRESSION PAPERS for best impressions. These 
papers are accepted as key production papers 
because of their uniform quality, brightness and 
receptiveness to ink. 


WAUSAU IMPRESSION PAPERS are made of high- 
Ll. est grade virgin fibre and are tub-sized. They are 
Spirit or Gelatin Process—low- — full-bodied, lie flat and feed easily for long, fast 
on Sa runs. Available in new bright white and a wide 
range of colors. 























Our 56th Year 


The complete Wausau Impression Paper line is available 
nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
, 111 W. Washington Street, Chicago 2, Illinois 
Artisans of Mills at BROKAW, WISCONSIN 
Fine Papers Member—Wisconsin Paper Group 
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Dr. Kenneth McFar 
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NOMDA Convention, 

is the only person out- 

side the industry who 
will speak. 
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and dancing 
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stop a 
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ion show at the Park Lane, newest and 
finest residential hotel in the city. This 
be followed by bingo for 
Tuesday night will 
ladies with their husbands tak 
atever events the city has to 
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will games 
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find the 
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r with no planned entertainment that 
Wednesday will be given over 
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NOMDA Exhibitors 


Addo Machine Cx 

Aima Office Machine Corp 

R. C. Allen Business Machines, Inc 
Ames Supply Co 

Atlas Stencil Files Corr 
Bohn Duplicator Corp 
Burroughs Corp 
California Typewrite Ex 
Check Writer Co 

Clary Corp 
Cormac Industries 
Elliott Addressing Machine Co 
Ennis Tag & Salesbook Co 
Facit, Inc 

Felt & Tarrant Mfg. Co 
Frankel Mfa. Co 

Gestetner Duplicator Corp 
Gramont Corr 

Hennus Co 

Indiana Cash Drawer Co 
Inter-Continental Trading Corr 
Lansdale Products Corp 

Lix Distributing Co 
Maso Stee! Products 
Metropolitan Typewriter Co 
National Cash Register Co 
Olivetti Corp. of America 
Paillard Products 
Pearl Engraving Corp 

Print-O-Matic Co 

Reliable Typewriter & Adding Machine Co 
Remington Rand, Inc 

Rex-O-graph, Inc 

Rite-Line Corp 

Royal Typewriter Co 

Shipman-Ward Mfg. Co 

Smith-Corona, Inc 

Speed-O-Matic Co 

Swift Business Machines Corp 

Tiffany Stand Co 

Underwood Corp 

Victor Adding Machine Co 

Chic Webb 


industry 
) 


and every 


tis an 


} { 


FOnOd ) 


even 


hene 


ne Toul SESSIONS, 





hange 


Inc 


Inc 
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| NEW! Victor Calculator 


New 


Exclusive: Fully automatic multiplication... 
automatic constant lever...total transfer feature 


The new Victor Mult-O-Matic is the 


only machine with completely auto 
matic multiplication from one simple 
set of keys. You multiply figures as you 
would write them—only the multipli 
cand, multiplier and answer are 
printed on tape. No other confusing 
figures or symbols are printed 


Simplified automatic constant lever 


lets you multiply same figure repeat 
edly without re-entering each time 
New total transfer button lets you 
retain a total in the machine so that it 
can be multiplied by another figure 
Don’t wait. Call for a free tryout! 
Look under “V”’ for Victor in the add 
ing machine section in your classified 


phone book or write 


VICTOR ADDING MACHINE CoO., CHICAGO 18, ILLINOIS 
Victor-Mc Caskey Limited, Galt, Ontario 


Manufacturers of Business Machines, Cash 
Registers, Business and Industrial Systems, 


Electronic Equipment and Electri-Cars 


New 
Automatic 
Constant 
Lever 


Total Transfer 
Button 


New 
Select-O-Matic 
for Automatic 
Totaling 





iX Crops to 


GREATER EFFICIENCY 


in your office... 


She quickly loads as many as Her 


+ 10 pages. 


* 


Pages are collated; action 


* starts for next set 


THOMAS COLLATORS, INC., Dept. 6 
50 Church St, New York 7, N. Y 


Please send me details on the Thomas Collator. 


Fiem 
Address 


City. 


foot 


« sheets move out quickly. 


One of the tightest bottlenecks in 
even the most modern equipped 
duplicating department is the col- 
lating, assembling or gathering of 
duplicated sheets into sets. Now, 
with the new easy-to-operate 
Thomas Collator, one girl can do 
the work of five—faster, more accu- 
rately, and with a minimum amount 
of effort and confusion. 

HERE'S HOW IT’S DONE! 


releases Pages are always under in- 


* spection; blanks can't slip by. 


pedal; 


6 Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Releases pedal as she stacks. 
+ Elapsed time—five seconds. 


Phere ats. 


ae 


135 Sales and Service Offices 
from Coast to Coast 
Dept. B., 50 Church Street 
New York 7,N. Y. 

@ T.t 
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The Care of 
Offset Blankets 


B. P. NILLES 
President, Rapid Roller Co., Chicago 


FFSET BLANKETS are made in 

2, 3 and 4 plies of fabric, laminated 

by thin layers of rubber. This lami 
nated structure is covered by an ap 
proximately .020"-thick top layer of a 
synthetic rubber compound so that the 
total thickness of the blanket is from 
055" to .075", depending upon the num 
her of fabric plies used. The fabrie is 
made from long staple domestic and 
Mgyptian eotton, woven to street speci 
fications. It is carefully treated for 
minimum stretch. The top rubber sur 
most important part of the 
is made by coating the tabrie 


face, the 
blanket, 
with a very large number of thin coats 
of cement of a synthetic rubber com 
pound The blanket is then 
to permit the last traces ot 
evaporate before vulcanization. 

Before World War I], nearly all bla 


rubber, 


festooned 


solvent to 


kets were made trom natural 


which even linseed oil inks would erm 
hoss or swell, limiting the blanket’s use 
ful life 
tive to oxidation, too. 
glazy or tacky blankets 
the synthetic rubbers used are not at 
fected at all by 


compounded properly, will 


The surface was mor 
The 


Today most ot 


SCLISI 


result was 


linseed of and, whet 


stand up 


and lo . 


modern fast 
inks. However, 
driers in inks should be 
necessary minimum. Fast 
that leave a layer of dried 
the blankets are the 
blanket glazing 
Another important quality of a good 
blanket is its lifting qualities; the tru 
reproduction of colors, 
tones. This results from the 
physical properties of the top layer of 
rubber and the total 
blanket. 
Correlation of 


well in drying 
even now the use 

reduced to thi 
drying ink- 
Varnish ol 


Main CHUSE Ol 


solids and half 


1] 
overall 


these properties wit! 
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structure ot the 


Multilith, Davidson and 
W ebendorfer operators! 


STOP Mis-feeds 
with Wale FLOATING NOZZLES! 


17 
| Wale FLOATING NOZZLES 


U.S. PAT. 2266927 





} 
} 
| 
i 


Having feeding trouble with your 
OFFSET duplicator? 

Cut waste and operating costs — feed 

tissue, card, book paper without mis 

feeds! 


Shown installed on Davidson Duplicator 


WRITE for complete informa- 
tion and ‘"'Pressman's Paper 
Feeding Guide" packed full of 
tips on paper feeding. 


Wale Floating Nozzies* 
300 Broadway, San Francisco ||, California 


Please send information on Wale Floating Nozzles 
for offset duplicator and FREE COPY 
of Pressman's Paper Feeding Guide 
Name 

Company 

Address 


City and State 
*Manufactured by Roller Press, San Francisco 
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SAVE WITHOUT WORRY 
= FIND IN A HURRY : 


Offset Plates and Negatives 
Stencils and X- Rays 


USE ATLAS VERTICAL 
FILING SYSTEMS 


Atlas Jumbo Models 


A Jumbo Model |6' 
wide 

B Jumbo Mode! 18//, 
wide 

C Jumbo Model 26'/,"' 


wice 

Jumbo Model — Two 
drawer suspension unit 
files 700 to 1400 plates. 
negatives, stencils x 
rays efc 
A Jumbo (illustrated) 
52" high, 16'' wide, 28" 
deep, files II'/."' wide 
hangers 
B Jumbo 
high, 
wide, 
deep, files 
wide hangers 
C Jumbo 52’ 
high, 26//." 
wide, 26 
deep, files 22’ 
wide hangers 

See Atias 
Vertical Filing 
Systems at 

NOMDA 
Convention— 

Booth 53 


Write for catalog illustrating the many other 
Atlas models. 


ATLAS HANGERS 
A TYPE FOR EVERY NEED 


Choose the hangers best 
for your requirements 

DNP (illustrated) Nega- 
Plate Envelope Hanger 
for offset plate and 
negative 

SH for serrated edge off- 
set plates 

PSC for offset plates, 
negatives, stencils etc 

DSH for standard stencils 

DGR for foreign heading stencils 

GIH for group and specialty filing 


ONLY ATLAS MANUFACTURES A COMPLETE 
LINE OF PATENTED HANGERS IN 11'/2'', 14° 
end 22'' WIDTHS 


VERTICAL 
= oe ow df FILING 


= === —— 
eon trerecms Mi PAlED & EGET VED © Oar EK 


Nn 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 





printing performance, however, is very 
difficult Blanket manufacturers have 
worked out specifications as to hard- 
and compression set 
of the top layer compound, and other 


ness, permanence 
individual characteristics but, untortu- 
this is not 100% foolproof, We 
cannot predict, for instance, how long a 


nately, 


blanket will last on the press even bar 
might oceur. Blan 
kets themselves have a stretch below 2% 


over 400 Ibs. 


ring accidents that 
and a tensile strength of 
per lineal inch 

The blanket 
square and the bars put on parallel to 
each other, perpendicular to the blanket, 
and tightened uniformly across the blan 


must be cut perfectly 


ket This is necessary to avoid bowing 
many be traced 
tightening of the bolts and 
to inexact cutting of the blanket. It is 
virtually impossible to tear a blanket, 
if it is mounted correctly, because it 
would a pull of about 15 tons to 
blanket. Take 
that the blanket is not creased or 
pinched during handling. Any damage 
inflicted to the surface is irreparable. 
Blankets should be packed on the press 
kiss impres 
sion or a printing pressure not exceed 
ing .004”. 
hance embossing and 
blanket, 

Blankets should be stored in a dark, 
They should be placed rub 
Although synthetie rub 
ber is not nearly as much affected by 
heat and light as is natural rubber, and 
although called 


anti-oxidants are incorporated in every 


in, which in cases can 


to uneven 


take 
tear a large, 55” x 77” 


care 


just enough to provide a 


Too much pressure will en 
engraving of the 
and impair printing quality. 


coo!) place. 


her TO rubber 


protective materials 
rubber compound, blankets exposed to 
light and/or heat will eventually become 
gvlazy and slick, and lose ink receptivity. 
The most important maintenance fea 
ture is the washup operation. As a 
daily preferably petroleum dis- 
tillates boiling between 190° and 265° 
Slow evaporating sol- 


wash, 


should be used. 
vents such as kerosene are very harmful 
and should be avoided because these re 
main in the blankets long enough to 
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FREE! 


A Guide to 
BETTER RECORDS 


and 


IMPRESSIVE LETTERS 


Here is a@ comprehensive resume of 
essential facts that will help you to 
more efficient paper selection. It is yours 
for the asking. 


With this handy guide, amply illustrated 
and simply written, you will be better 
able to 


Judge paper properties and their value. 


Determine the effect of paper prices on 
total record or letter costs. 


Get correct, most economical grade for 
each specific need. 


Choose papers of permanence, durability, 
prestige. 


If you use, select or buy record or letter 
papers, you will find this an invaluable 
guide in making the best choice for all 
of your needs. 

(on 

- 


Since (gf 1849 


L.L. BROWN 


Record and Correspondence 


PAPERS 


LEDGERS, BONDS, INDEX 
BRISTOLS & LINENS 
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POM 

RE 
CORDs « LETTERS 
ip 


{ 
| — 


YCur 


MAIL 
THIS COUPON TODAY 


for your free copy of 


“How to Get GREATER SERVICE 
AND VALUE from your RECORDS 
& LETTERS” 


L. L. BROWN PAPER CO., ADAMS, MASS 
Please send me FREE copy of “How To Get Greate 


e From Your Records and Letter 








\ just phone 


manpower Sue 


for 


TEMPORARY 
= HELP! 


Dial your problems away 
VL Manpower, inc. will solve 
all of your temporary and 
peak period problems 
CALCULATING 
TYPING 


STENOGRAPHY 


ALL TYPES OF a 
OFFICE WORK amon ” 


oneer. Our 
TELEPHONE rs ‘ 
SECRETARIAL SERVICE 


MAILING SERVICE ee 
MARKET SURVEYS and bonded 
FACTORY WORK We handle all 


“cord Kxecping payr ll, 


a week 


employee 


are fully 


Our rates are 


amazingly low! 


oe 
-- - =ene, manpower, in 
fer 


‘ ou the 
Write Dept.0-6-55 Manpower, Inc i i ag 


i¢ higt 
Milwaukee #, Wis., for tree booklets ’ es the 


[| “Get that job done.” Bh watne .- oe 
[_] “Tax Savings under 
the 1954 Revenue Act 
Over 40 Branches 
Coast to Coast 


manpower 


Nation's Largest Complete 


. > 
Business Service imc. 





cause swelling, embossing or a mushy 
print. Stay away from coal tar sol 
vents, ketones, esters, any chlorinated 
solvents and especially turpentine and 
pine oil The latter two will enhances 
oxidation of the blankets resulting 


id subsequent giaze. The 


tackiness a 


ar 
ld be kept from the edges ot 


wash shou 
the blankets as much as possible. If if 
is pe rmitted to seep under the blanket, 
separation of the layers and plies may 
take place at the edges. 

It will be necessary to resort to mort 
drastic means to recondition a blanket 
when inks are permitted to dry and 
where a glaze has developed Glaz 
may be due also to dried varnishes and 
oxidation, dried gum or to coating com 
ing off the paper. To remove this glaze, 

washes or some ot the commercial 
vilaze removers may be used The blar 
ket should be taken off the press to per 
form this operation 

\ number of factors determine the 
selection of the proper blanket for the 
proper job. Most important of all are 


mniks Straight li seed oil inks, which 
presented hardly any problems at 


rom the mat 


Modern, fast drying, synthetic inks 


are slowly receding 
which contain at least a good portion ol 
petroleum solvents, require a earetul 
synchronization between inks and blan 
kets just as they have to be considered 
nn The compounding otf modern rollers. 
The appearance of inks containing polar 
solvents will present the blanket manu 
facturer with problems which will be 
diffieult to solve 

Another 
blankets are the stocks printed 
Rough eardboard and coated paper may 
require different blankets. The increas 

application of grainless and pre 
sensitized plates will tax the specifica 
tion of a blanket’s evenness and smooth 
ness to an ever increased degree. Cor 
siderable researc! has been done by 
blanket manutacturers and continued 
research and progress may make today’ 
blankets obsolete tomorrow 1 
talk hefore the Priuntu Hlouse ratts 


me) (‘hicaa 
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Cot s'bre 


yBrnat Btnok 


that you can eliminate 
with COPYFLEX ! 

















Amazing Ney Charlies Bruning Company, inc., Dept 1305 


4700 Mentrose Ave., Chicage 4}, Ilineis 


CITT? : 








Name 


er = Copyllex 100" oe 


Address 


City 


———— ——EE 
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| Numbering Machine 
RUSE ee 


Automatic, all-purpose numbering 
machine speeds up dozens of every- 
day jobs in office or plant. (Provides 
consecutive, duplicate or repeat num- 
bering.) See your dealer or let us 
send our catalog “How to Select a 
Numbering Machine.” 


Specify FORCE for the Finest _ 


WM. A. FORCE 


ZIONICHOLS AVENUE, BROOKLYN @ 











Secretaries Love It! 
THE LOW COST LIBERTY 
COPYHOLDER, Holds 
copy in full view . 
makes typing easier 
speeds work! In 
handsome grey finish 
7" by 9'/2"', 5°° base 
ONLY 
Own One 
For Every $ 1 130 
Desk — 
EACH 


BANKERS BOX CO. === 
720 S. Dearborn St. © Chicago 5, Ill. 











96 


Forms Printers 


HE Independent Form Printers 

Group Assn., which was formed five 

years ago, requires that each of its 
members be an owner-operator of a web 
press. Member companies each averagt 
to 45 years experience In serving 
some of the largest corporations in the 
east. Their aim is to serve torms users 
n thew locality, to solve the users’ prob 
lems, and to supply forms of every type 
for all business, accounting and manu 
facturing systems; with emphasis on fast 

VETOES and lower prices. 

\ssociate members of the group in 
clude a carbon paper manufacturer and 
the eastern representative of a press 
manufacturer. They are given a rough 
time at meetings of the group because 
members continually ask them, “Why 
can’t your equipment do this?” As a re 
sult, many press improvements have 
heen credited to the group. 

Members of the Independent korms 
Printers Group Assn. are Allied Print 
ing Co., Providence; Carteret Printing 
(‘o., New York; Cromwell Printery, Al 
banv: G. W. Danneman & Co., New 
York; Harding & Harding, New York; 
International Formprint Co., New 
York; Office Systems Printing Co., New 
York; Premier Pris ters, Kearny, N. J.: 
Printhouse (O., Hackensack, N.J.; 
Schonbar-Leigh Printing (‘o., New York. 
Each offers complete forms design and 
manufacturing services, with personal 
attention to customers in their respee 
tive localities 
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What a relief! 


...to get rid of 
folding by hand! 


The girls in your office will be mighty glad 
when you getan FH! You'll be pleased with th 
time and drudgery it saves! 

This handy office folding machine is a |itth 
larger than a typewriter, and costs less! Electrically 
driven, it is fast, accurate, and can be used by 
anybody. You set it in only a few seconds. Just 
move two knobs to adjust for the desired folds 
as easy aS tuning ina TV! 

The FH with semi-automatic feed can double 
fold up to 5,000 sheets per hour (automatic feed 
optional at slight extra cost). It makes 8 standard 
folds, in sheets of various weights and finishes 
from 3 x 3 up to 814 x 14 inches. It can even told 
sheets that are stapled together, 

Precision built, light and portable, the FH can 

be moved easily, and can be used in several 
departments It soon pay s for itself in even 

a small office. 

Call the nearest Pitney-Bowes office for a 

demonstration. Or send the coupon for free 


jllustrated booklet. 


Ad 
Costs less 4 
’ FEREEEAEAEEE EERE EEREEAAEEREEEEEEERAEEEEEE eae 
than a typewriter ; 


The larver. fully automatic 
FM folds up to 19,000 


sheets per hour 


PB) PITNEY-BOWES PITNEY-Bowes, IN« 


3404 Walnut Street, 
Stamford, Conn 


Folding Machines | vs... rine snnns 


Name 
Made by Pitnev-Bowe In wigu 


of the postage meter 14 branch office 


Firn 


with service in 259 cities in U.S. and Canada Address 
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@2@e@ @ a 
coupon — 
for 
executives 


who never 
send in 
coupons 





-—— 


Royal Typewriter Co., Dept. O-2 


2 Park Ave., New York 16, N. Y. lek d. 
Please send: b, Se Z >) 
Bie —/ Ee 


( ) A free folder illustrating the 
Royal Standard in color 


A Royal Representative to demonstrate the new 
Royal Standard with no obligation. 


Name__ 
Company 
Street 


City & Zone 


mle ae’ im sa: sen wae: sem: wad 


The piece of paper immediately above this type may well 
change your office from one that looks ordinary to a colorful, 
cheerful, pleasant-looking place in which to work. 


It will bring you a free folder which shows you the famous 
Royal Standard Typewriter in some of its new colors. 

The folder describes in words and pictures, much better 
than we can do here, just how beautiful the famous Royal 
Standard now is. It shows how you can mix beauty with 
practicability in the modern office. 


It takes less than a minute to fill in the coupon. It will 
take only a few minutes to look through the folder. 


You should have this free folder. 


Why not send in the coupon now? There is no obligation. 


QYAL 


LECTRIC + PORTABLE + STANDARD +» ROYTYPE® BUSINESS SUPPLIES 


Royal Typewriter Company, a division of Royal McBee Corporation 
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Copgxite' 


A NAME RECOGNIZED THE WORLD OVER 


St 
~ 
- 


/ “wo 
7 P (Acreg Cs 

Ye age? 
oS, NE 


No Other Liquid Duplicator Gives You 
All These Copy-rite Features 


@ Instant starting 
® Roller moistening - No priming 


@ Margi-Set position control with fractional to 

7 line adjustment 

Visible indicator to show “‘setting”’ at all times A complete line of liquid process 
duplicators including electric 
models—from $157.50 to $349.50 
—all plus tax. F.O.B. Chicago. 


Position changeable even while machine is 
operating 

No stencils, gelatin, inks, type or ribbons 
Longer runs and sharper copies in single or 
multi-color 


WOLBER DUPLICATOR AND SUPPLY CO. 
1217 CORTLAND STREET 
CHICAGO 14, ILLINOIS 
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Training Supervision 


ntinued from page 


to determine whether the conference con So that's how you do it 
tributed toward — the gg — with AW.FABER 


and attitudes of participants 


administered a test known as “How Su t 
pervise” at the beginning of the training ERASERSTIK: 
series in January. At the close of train 
ing in May, we gave an equivalent form she) 
of the same test to the 95 supervisors 
who participated in the project. The Kev a i 
test was designed to measure a supe! 
visor’s knowledge and insight of human X, si 
relations in business. ad 

If both forms had been administered 
to an individual, one after the other, oN 
similar scores would be obtained on both 
forms. Score comparisons of the A and The neatest trick a new 
B Forms indicated these changes be Typist or Secretary con 


tween the January and the May test: learn is the EraserStik 
average scores, Jan., 46.5; average habit. 


scores, May, 53.1. Perfect score is 70. You'll If 
This represented an improvement of 6.6 oo Saye yours 


points or 14%. As for improvement in  ™any bad moments of 
criticism if you make your 
erasures with EraserStik— 
clean and quick, without 
a ghost showing. 

This white-polished 
beauty is encased in wood 
and shaped like a pencil, 
Easily sharpened by pen- 
knife or mechanical sharp- 
ener. With and without 
brush. 

. i Bhat You'll turn out cleaner 
not quite a complete picture . . . letters and win executive 
because wea can't illustrate the unparal approval if you use Eraser- 
leled convenience and maintenance Stik. Get some today. 


economy, plus the maximum security, of *For best 
fered by TelKee—the only really ‘'com- 





SERVICE) V.S.A.7099 


2 


(ALL 


wep 8.8. 7099 B...| 


rn GRASERSZIK & 


ALL SER 


performance 


is ; expose rubber point 
plete’ key control system—that’s so easy about 3/16” 


to set up and operate too. But we can 
give you all the facts if you send for 
our FREE catalog No. O-20 today! 


& A.W. FABER-CASTELL 


PENCIL CO., INC. NEWARK 3. N. J 











The MOORE KEY CONTROL S)ys¢ems 


PO. MOORE, INC 300 FOURTH AVENUE, NEW YORK 10. NY 
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scores between tests, 78% of the group 


obtained a higher seore on Form B, 
whereas, 22% received lower 
While this does not show “amount of 
improvement,” it discloses that more 
than three-quarters of the group showed 
improvement on the second test. 
comparisons indicated attitudinal! 
changes among 95 office supervisors. 
While these changes may not result in 
immediate changes in behavior, we know 
that attitudes must be changed before 


scores. 


These 


changes in behavior can be anticipated. 
We have said that training is a tool 
to improve the individual’s effort, to 
teach skills, inerease knowledge and 
change attitudes These objectives are 
definitely related to a more efficient op 
in operating 
It is up to us to sell this 
program to our management. 
We can put it to work now to the ad 
company, our people 
and, last but not least, to ourselves. 


eration and a lower cost 
our otheces. 


type ol 


vantage or our 


when is 


WA 


the right time for 





better letterheads? 


With the new, brighter white in 
WESTON BOND, now is the time to 


switch to perfection in rag content paper. 


For distinctive character and attractive 


economy in letterheads with matching 


envelopes, ask your printer for 


N BOND 


free: Sample Book. Write Dept. OF. 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 
Makers of Fine Papers for Business Records Since 1863 
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Now! 
in only 4 seconds! 


=? were: 
PRODUCT or | 


*. 





The new “SECRETARY” COPYING MACHINE 
revolutionizes office copying over night! 


Now your own secretary can make you direct copies of anything you 
need in just 4seconds... without even leaving her desk ! Originals can 
be opaque or translucent, white or colored, printed on one side or 
both! A portable version of the famous ““THERMO-FAX"’ Copying 
Machine, it requires no negatives, translucencies or masters no 
fumes or liquids. Get the facts on the new “SECRETARY” Copying 
Machine today. Write to: Duplicating Products Division, Minnesota 
Mining and Mfg. Co., Dept. TF0G, St. Paul 6, Minnesota 


Thermo-Fax 


Duplicating Products 


The terms “THERMO-FAXK" and “SECRETARY” are trademarks of Minne- 
sota Mining and Manufacturing Co., St. Paul 6, Minn. General Export, 99 
Park Ave., New York 16, N. Y. In Canada: London, Ontorio, Canada 


ii tn an 
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New Frigidaire Water Coolers 


Cool water for 
pennies a day— 
the trouble-free way 


Cold water flows in instant 
response to the all-electric 
Toe-touch Pedal. And the 
Flash-O-Matic principle 
wastes no water or electri 
ity. Stream 18 constant even 
when water pressure varies 


from 25 to 150 Ibs. Gleaming 
stainless steel top. 

Seven models, including 
bottle -type coolers with or 
without refrigerated storage 
compartment, and new “ex 
plosion-proof” model for 
use in hazardous areas. 
Powered by the famous 
Meter-Miser Compressor. 
Call your Frigidaire Com- 
mercial Dealer or write: 
Frigidaire, Dayton 1, Ohio. Bottie-Type 
In Canada, Toronto 13, Ont. with Compartment 


| Frigidair © water Coolers 


Built and backed by General Motors 
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The day we threw away 
the hand cleaner 


It was the day we switched to the new Azograph 
process to make our copies of bulletins, forms and 
many other things. I can write, type, draw and rule 
the masters—make corrections and changes—and 
there is no smudge, no smear, no stain. The copies 
look good and the boss gets them in less time, for 
less cost. 

For information clip the *Information Request 
to your letterhead and mail to A. B. Dick Com- 
pany, 5700 Touhy Avenue, Chicago 31, Illinois 


pm A.B DICK 


ST NAME IN O 
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“Information 
Request 


See Tex 


0-655 





FIRST PRACTICAL 
PLASTIC ALL-PURPOSE 
TYPEWRITER RIBBON 


nelycer 
ee ph 





No other ribbon gives so sharp and clear a “write 


as POLYCAR. That's because it’s the thinnest ribbon CAR is twice 


Scientific tests show that POLY 


48 strong as average carbon 


made and because the non-absorbent acetate film permits cris; paper ribbons and thus almost unbreakable in use 
transfer of ALL carbon to the paper. POLYCAR typed material has I'ypists and executives welcome this time-and 


the ‘prestige’ appearance of a printed piece trouble-saving advantage 


No soiled hands with POLYCAR thanks to 


uniform application of its new, dry, abrasion-resistant 


Mei 
%; 


Because POLYCAR'’S plastic rib 


much 


thinner than the average 


coating. Impressions are practically smudge-proof. Colored acetate paper ribbon, over one-third more can be spooled on 


leader assures extra cleanliness, makes threading a new ribbon the same size reel 


easier and faster time saved 


For all machines with carbon ribbon attachments 


Go modern with POLYCAR—the plastic POLYCAR is sold only through indepen 


typewriter ribbon that's sharper, cleaner dent ribbon and carbon specialists and 
stronger, longer by far ers. For samples and literature, write 


ROCHESTER RIBBON & CARBON CO., INC. 


22 Greenleaf St., Box 1212, Rochester 3, N. Y 


CEE GPE CIALISTS (nN CARBON RIBBONS BOTH PAPER AND 


106 


dea} 


Fewer ribbons to change means 


PLASTIC 


THe 
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In todays expandin: 


suburban. communities 


If you operate a supermarket... 
sell building supplies... 
or have a real estate 7 
office—the [Tiden 
shows how you can make 


your best profit 


in ao range 
of sizes and 

prices meeting 
all figurina 


More businesses of 

every kind, every day, 

mechanize their figuring 

with the fully automatic Friden 

Caleulator — for this reason: 

The Friden performs more steps in 

figure-work without operator decisions The Thinking Machine 
than any other caleulating machine ever ol Menaeteun Basincce 
developed. Operator decisions | thinking plus 


motions) take time — much of which is saved by 

Friden figure-thinking. Time-savings on 

payroll, invoices, inventory, discounts, 

cost control —all business calculations — 

amortize quickly the cost of this machine. 

And operation is no problem: 50 automatic Products of Friden: THE AUTOMATIC CALCULATOR 


is the Friden that anyone can use it THE NATURAL WAY ADDING MACHINE + THE COMPUTYPER 
with the simplest instructions. THE ADD-PUNCH MACHINE 


Friden Man to show you some examples with your own figure-work. Friden sales, 
instruction and service available throughout the U.S. and the world. Fripen CaLcuLATING 
M ACHINE Co., IN« oan Leandro, California. () Friden Calculating Machine Co., Inc. 
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Gheis Lb 


KARD-VEYER 
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The ALL-NEW 
Mechanized Card Record File 


Kard-Veyer is the new electrically-powered card file unit 
that reduces finding, posting and filing time to seconds. 
Here’s an all-in-one, fatigue-reducing, high output work sta- 


tion that can save profit dollars in time and space for you. 
Kard-Veyer houses from 16,000 to 80,000 cards in sizes 


from 8” x 5” to 214” x 3”, including standard punched-cards. 


If your records-keeping operation includes a large, active 
card file, investigate Kard-Veyer today. Call the Remington 
Rand Office near you, or, write to Room 1626, 315 Fourth 
Avenue, New York 10, N. Y. Ask for LBV706. 
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SPIRIT MASTERS lays. Descriptive literature and samples 
PRODUCED AUTOMATICALLY of spirit duplicated work produce: 


Halo d Co.. Dept. SD i. 55 18X Halo a “ method are free from above ad 
Rochester 3. N y announces the us 
ot X« rography te prepare sp rit a OFFSET PLATEMAKER 
plicating masters rh rmits copying ica Type Founders, 209 


BR 


with photographic ‘uracy, origina ve.. liznabeth. . J.. make the ATI 
documents or other > if paperwork wikplat , ’ rrame for fast. 


without typing, drawing acing. Tl CCO] cal productios offset plates. 
original copy 
duced in S1Z0 


about three 


sroduced 


t 
more 


frou 


a5 quit k 
written iet Graphotyp. 
product on sharp n tall 
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pitch of machine and softens the sound 


operator can insert a cardboard divider 
volume by 50%. Cabinet has two 


cool, at that point for later packaging unl 
indirect, shadowless fluorescent lights form amounts of currency. Pressing a 
to uniformly light the entire work area. button clears the register and drops th 


There is a vibrationless work shelf on counted currency from the holding bin 
the left side for holding plates or med 


err — 


Baka & 
JAAS ULL. 


j > § > 10 


storaye bin Feed 
adjusted to receive \v 
currency The eight-bin machine 
trated) is 37” wide, 16” deep and 
high. Complete information fron 


adress 


A new copyholder, independent of the 


TELEPHONE AMPLIFIER 
machine, is placed on the vibrationless 


helf nd ijust ‘ rator ‘ Metronics International, Ltd., 122 
she an adjusts to operator’s mos i : 
, poi Broadway, New York 1, N. Y., an 
convenient seeing position. The fore : 
nounces the Addiphon which enables a 
going features provide for more accurate f 
: Orson Or group ¢ eopie to carry on a 
work with less operator fatigue and poe oe 
eyestrain. Graphotype machines ez 
used in any area for best work 
without disturbing workers in the 
Illustrated literature from above 


Iress, 


CURRENCY COUNTER 
Federal 3:1] Counter Co., 619-21 
t.. IN. We Washington, D. C., makes 


rency counting machines in two mod 

a four-bin model for counting four «de 
nominations of bil and an eight-bir 
mode] Machine operates electrical 
but is hand fed. It registers the count of 
each bill as well as the total amount 
money counted. Should two bills b normal telephone conversati 
fed together, machine stops to permit far as 20 ft. away from the 
correction. Machines can be set to sig and engaged in other ac 


nal reaching any desired count so that taneously. The lightweight Addiphone 
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3 7 x j sts any flat surface 


Ultraviolet 
plugs nto an A Dy outiet. 


naster sheet, 
patented control unit eliminates resonar 


j 


= T1Z ij paper 
frequencies and provides clear rece ptior 


copy of any 


1 durable plastic construc 


lithographed 
year guaral is economieal! 
phor 
abpout shes. 
group at ¢ I Z i eonverse W 
a person calling ¢ he phone, as if 
n the se ; oom, without speat 
directly ie phone. The inst: 
ent picks 
oO” ind tr phone 
Write above Ac for complete ! 


formation, 


OFFSET DAMPENER COVERS 
Roll-O-Graphie Corp., Dept. OF5, 
St... New Y« 
Molleton which 
Mu ids nmerch Is where 


! 


large quanti 
printed 
strony to 
d constant handling 
s especially well 


} 
where ) | oOpy pluction is 


portant. ailab in 4 ariety ot 


a standard 8s s To all ! e needs, 
1) 4 mae 


fi & . PERSONALIZED LETTERS 
4 ean Automatic Typewriter 

N Pulaski Road, 

lll., offers a free 16-page 


booklet, ‘*Quality w th Quantity,’’ 





Anyone 1 jiecating department 
Can reco’ dan ing roller with thes 
molleton covers, wh ver necessary by 


following the " directions, and 


realize SAVINgZS O t 50%. | omplet 
nformation on presewn covers can 
re had tron above address, Mention 


press make and model number for prices. 


TRANSLUCENT PAPERS 
Nekoosa-Edwards Paper Co., Port Ed 
wards, Wis... makes Nekoosa Master-Lu 
cent and Nekoosa Super-Lucent trans 
lucent papers Nekoosa Master-Lucent 
is especially designed and « ngines red for 


use as the master or original in copying hie contains techn 


s and tips on 


letters, forms and reports by the diazo ijectin he persona such into repeti 
or whiteprint process of which th ive correspondence of direct mail pro 


Ozalid, Bruning and Peck & Harvey ma motions. It points out how personal let 
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ters can be used on a volume basis 


ALUMINUM CHAIR 


automatic typing. The booklet cove imer Posture Cha ( 


{ 


such subjects as the advantages of n _ Kansas City 
personal letter, cost con parisons of iuto 

matically typed and hand typed letters, 

how to write Auto-typed letters for 

quantity use, the carbon copy follow 
technique, and information on the 


sonal reply eard, There 


inquiry reply letters an 
them. The last three | 
list of over 45 ways A 

1 


yas 
uto-Typist 
t 


onnlized letters are usec I nstit 


business and industry. 


PLASTIC SURFACING 


| 
General Kleetrie 


70 patterns 
authentic-looking woodg 
arble designs. specially su 
because I" 


imum and provides 


provid 

bination | 

decorating schen 

Naugahyde, lurable 

leatherlife fabric, and rich 
writing surface. It will give year Claremont upholstery Bo 
hard wear and wipes clean with a dan removable and replaceabl 


cloth after messy liquids have been sary. Frames, finish 


spilled. Resists heat, stains and se ratches a wide choice o 


j in 
7 


Textolite is also used for walls and is rigidly cross-braced 
ideal for public areas which mi ruction and ha 


wit} 


y soiled. The ) W nstan 


otherwise become quick ( 
marble patterns go well in lobbies and This strengtl 
banks. Literature describing 


applications, with illustrations 


Textol s f the chairs 


in give long 4ery 


colors, is free from above address, address. 
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OFFSET PLATEMAKER 
Photostat Corp., 299 State St., Roches 
ter 14, N. Y., announces that the Photo 
tat Instant Copier will make paper off 
set plates at half the cost and in a quar 


ter of the time. In addition, this singl« 


a 
Lich costs $325, can also make three 
more 


copies o! anything typed, hand 


written, printed or drawn up to 8%’ 


14” on ordinary (uncoated) paper. Ful 
details on this dual purpose unit can be 
had tree 


from above address. 


OFFSET PLATEMAKING 
Davidson Corp., 29 Ryerson 8t., 
ly n 5. N. y 
work 


3ro0k 
announces that they wi 
Photostat Corp 
latter’s 
plates. This 


together with 
sale of the 
producing offset 
making 


printed on both sides or on heavy card 


on the system for 
systen 
allows plates from originals 
stock because light does not pass through 
the original in making the plate. Heart 
of the Kodak 
Verifax transfer system working with a 
V-Kote Plate. 


be reproduced is placed in contact with 


process 1s the Eastman 


The copy to 


Polychrome 
a matrix sheet for an exposure of a few 
After 
sheet in an activator solution for about 
30 seconds, it is placed on the V-Kote 
Plate and the two are squeezed together. 
When the matrix sheet is peeled off the 


seconds. immersing the matrix 


114 


Plate, a blackened copy of the original 
remains on the plate. After sponging 
the surface of the plate with etch, the 
plate is ready for the press. Plates made 
n this manner are capable of producing 
upwards of 5000 copies with no loss of 


quality. Complete information from 


e address 


OFFSET PLATE 


ne Corp., 2 Ashburton Ave., 

N. Y., makes the Polychrome 

Kote Offset 
Photostat Copier and the 
Kodak Verifax method of 

above. By sub 
Polychrome \ Offset 


copy paper ordinarily used, 


Plate, designed to utilize 
Instant 


g deser bed 
Kote 
plate is produced which can 


offset 


copies, The 


placed on an press fo! 


printing hundreds of entire 
process is carried out under normal room 
lumination No unusual 
the \ Offset Plate 
Kote Eteh is used in 


off s« t 


is possible in seven minutes 


treatment of 
Kote s required. \ 
place of the etch 
which plates are 


treated, It 


with normally 


to expose the original in the 
V -Kote 
copies on an 
prices and 


copier, 
Offset 
offset 

additional 

address. 


transfer the image to a 
Plate and run 200 
Plate 


from 


duplicator. 


information above 


OFFICE LAYOUT KIT 
Kingston St., Boston 
makes an office layout kit con 


Planoramics, 19 
11, Mass., 
sisting of planning boards of transparent 
plastic with grid scaled 4” to 1 ft., and 
17 different opaque furniture and equip 
ment templates. The furniture and equip 
ment pieces are self-adhesive and adhere 


to the floorplan until removed. All pieces 


an be reused again and again. No sticky 
residue is left on the planning board. 
When a is completed and photo 
graphed, the pieces can be 


layout 
removed for 
another The 
furniture templates are 
their The 
transparent planning boards may be had 
with grid in black or non-photographic 
blue. A complete kit contains a 20” x 


further use in layout. 
equipment and 
dimensions. 


mprinted with 
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amples fror 


DATA PROCESSING PUNCH 


1 
(‘ontrols , Dept 


H Suppl 


ewood 


i! Lape % 


pune ed 


Cor trol 
Cards 
cally 


or tape. 


Due Orrice—June, 1955 





ANALYSIS MACHINE 
Davton % 
all Analysis 
the analysis 
sized bus 
hand 


alvses 
expenses, Ir 
can be pro 
Operation 1s 
etting up ar 
chine keyboar 
Dutton accord 
figure enteres 
COMMISSI10!1 


Th 


it amounts 
printed 
vely nur 
respectiy 
] or 
report 


eoded 
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by elassification Che nachine nia ’ result ol 

operated under locked control « electronical 

open, as desired, Further ntorr 0 extremely 

om above address tant laver 

ipneti 

PLASTIC TYPEWRITER RIBBON ind equiy 
Rochester Ribbon arbon (Co.. vv 

Greenleaf St., Box 1212, Rochester 

N. Y., makes Polvear acetate fil t\ 

writer ribbon for use on all mael 

with carbon ribbon attachments 

suitable for general correspondences 

well as for offset reproduction 

ribbon produces a sharper 


than carbon paper ribbon and 


pression s practically smudgeproot. 


ag a ag Ae gt aR PORTABLE TYPEWRITER 


Rar Tne io | 


inbreakable in use. Despite 

the acetate film base use 

thinner than the paper byrise 

bon paper ribbon so that over 
more Polvear can be spooled on the 
size reel, This increases the lifespar 
the ribbon and ribbon changes 
duced. The thinness of the 

ates the blotter effect 

or fabrie ribbons, A} 

transferred to the paper. ach 
that has been struck can be seen 
pletely transparent and no ecarbor 
iInains on the plastic base because 
non-absorbent. Non of the 
coating sinks into the base, 

all of it transfers as soon a 


character » kes lear 
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“STATIC % 
ELIMINATOR 


be the Paniing 
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NUMERICAL SORTER 


(o.. 8012 8. C} 
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control bars. 
operations be performed 
accurately ; with Jess effort 
eetric mode] this 
e are } one | natie mu lies m. divi , tabula 
9 eolumn ali ‘ . 7 * mul ation with 
nn ing, 
Other features 


ver n ultiplication ontr 
correction key: sj le, alle two 


ke Vs: motorizec 
key Machine 


balance, con plete 
erat and double 
Ingie operation control ke 
Credit totals print 


WATERCOOLERS 
niflow Mfg. Co., Eri 
— o< ~ niflow Waters 


It prints operation signa a | 
full mone oolers 
eolors Spruce 

wide, and j ransparent 
table, ful 


ator above ke 


rreen 


gra. 


CALCULATOR 
Calculating Machine 


announces another fu 


lator, the 6-N. Followi: 
S-N, the 6-N 


economically the 


average business 


glass filler 
Cooler 


com 


i] 
all-round 


autom: 
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For the first time the unique B D C makes it easy and practical to use 
colors with an office mimeograph. The B D C design, eliminating the 
drum and ink pad, uses only a thin film of ink that can be cleaned 
completely in less than one minute. Re-ink with the second color, 
change the stencil and in less than 3 minutes the first copies of a two 
color job are stacking in the receiving tray. This is only one of the 
fabulous advantages of the B D C, the mimeograph that can never 
leak, that always keeps the operator clean, that is designed like a 
printing press and produces copies that are printing press quality. 
Write for complete information. Bohn Duplicator Corporation, 
Fourth Avenue, New York 16, New York. 


sree 
+44 


-nnary Mimeos 
eso &2 
>” 


@ 
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WHITEPRINT COPIER 


SHELF FILING SYSTEM 

File, Ine., 105 Reade St., 

free brochure 

Shelf Filing 

recove!l 

agi records 
insert ther 
Rotolite then 


ad Doses 


paper emerges and th FORMS BURSTER 

ry lo ) Ford Co., 154 Nassau St., New 
Mark 2 all 
tearing con 
ial parts. It 


form having 


LABELING MAGNETIC TAPE 
Labelor lane to 1 Ath: tic \ 
Rochester o N 


containing 


comy 
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When a duplicating job jumps 
the rails — and the paper starts 
wrapping itself around the roller 
with a machine-gun clatter 
resist the temptation to feed the 
operator into the hopper. 

It’s not her fault and it very 
possibly is the fault of the paper. 

You see, the tendency of paper 
to cling to the roller is caused by 
static electricity just like the 
magnetism a comb picks up when 
it’s rubbed vigorously. And, in 
paper, the effect of static elec- 
tricity is reduced tremendously 
by paper with the correct mois- 
ture content. 


jOU0TM } 


All Eastern papers are moisture- 
controlled by scientific tests to make 
absolutely sure that the just right 
motsture content is matntained in 
every ream, The result? Smooth 
running, better looking duplicating 
jobs time after time. 

If wrap-around is plaguing 
you, try one of these special 
moisture-controlled Eastern 
papers: 

Atlantic Duplicator, Atlantic 

3ond, Atlantic Mimeo Bond, At- 

lantic Opaque, Manifest Dupli- 
cator, Manifest Bond, and Mani- 
fest Mimeo Bond. For sample 
packets or sheets, write: 





asd 
ATLANTIC 


easteee 


BOND LWW PAPER K 





MADE BY EASTERN CORPORATION « BANGOR, MAINE 
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Open Shelf Files . . Steel Shelving 


Be Better Satisfied 


Buy Bovnughs! 





LIBRARY SHELVIWN: 


Single or double faced. Sliding shelves (adjustable without 
bolting)—%4" vertical adjustment. No unsightly cross-sway 
braces on open back units. For practicability, efficiency and 
flexibility in library shelving, you can’t beat Borroughs’ 
“value-plus” features. Let us tell you more. Send today for 
our catalog. If you are interested in steel shelving also, let 
us know. Borroughs unitized flexi steel shelving is more than 
posts and shelves. 


BORROUGHS MANUFACTURING COMPANY 


3002 NORTH BURDICK alii KALAMAZOO, MICHIGAN 
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art sets part by part, tumbling out the 


ntervening carbon in neat rolls, ink 
ide in. It bursts No Carbon Required 
ets also. The burster is light, compact 
und rugged and can be worked hard all 


lay, every day at top speed, 


» Equipped 
vith a GE 1725 rpu AC motor, powe! 
s distributed through V-belts affording 


lexibility. quiet operation and smooth 


unning. Rollers are mounted = on pre 


ubricated needle bearings for frictior 


‘ree action. Anvone can acquire the neces 
operate it with an hour’s 
mechanical aptitude is 

ake operational adjustments, 
one tool included is the only one 
required, All running parts have a high 
Rafety factor and will funetion with min 
ium care and maintenance. The GI] 
notor can be 


Rhe world: 


gearts 


serviced in parts of 


bearings and beltings (the 
subject to operations 

stock items available eve 
Mark 2 j high, 

mand we 

llurable gray 


New York 


DOUBLE ELECTRIC STAPLER 

Bates Mfg. Co., Orange, N. J., makes 
bh two-headed electric stapler and each 
head produces 5,000 


staples with but 


ne loading. Field tests show this stap 


ler oF , eosts as much as LOOT, 


when places hand 


models, It is 
powered by an electric motor for smooth 


W her mo 


operates only when 


operation and no jamming. 


m, machine 


Duk Orrice— June, 1955 





Now you can BIND with 


yap METAL LOOSE LEAF and 
PLASTIC BINDING... 


RIGHT IN YOUR OWN OFFICE 


Improve all your literature... 
guarantee maximum attention and 
action for every message add 
prestige, utility, color to reports, 
manuals, catalogs, etc. Pages lie 
flat, turn easily, can be inter 
changed between GBC Metal 
Loose Leaf and Plastic Bindings 


NEW BOOKLET tells 


about this modern way 
of binding in plastic 
and/or metal loose 
leaf. “How it is done” 
facts make this richly 
illustrated booklet 
) worthwhile reading 
\\ for every executive. 
| Get your copy today. 
», GENERAL BINDING CORP. 
Y 812 W. Belmont Ave. 
Dept. 0-6 
Chicago 14, Illinois 





























sORT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS IN U 


For fast hand-sorting of cards, 
checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make af types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars 

Representatives everywhere. 


Associated Industrial Designers 
P.0. Box 39652, Los Angeles 39, California 
Piant: 1248 East Sixth Street 
Warehouse: New York, Chicago 


Co 


The bento 
Ver Abways Wanted 











INDEX BRISTOL 
vortl A Whitne 








HOLLINGSWORTH & WHITMEY COMPANY 

Peo Sa teat 

Ft mee Fee tee ome 
res aa 








Ve SL, 


THIN PAPERS 


to reduce typing, mailing and filing expenses. 


STerc Tia MmOlilleli Me) aii) 


we suggest 
Clearcopy Onion Skin 


‘ S os :@. Superior Manifold 


4 


/ , ' [/ i, , / ff 2, 4 > / 
102 /Viiwl Sellentead 4 (4G N1CA Recard f 
/ 


FSLEECH MANUFACTURING COMPANY 
TURNERS FALLS, MASSACHUSETTS 
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Copies in seconds... 
savings in dollars! 


 Photorapii 








SIMPLE — This newest development in photocopy machines, now avail- 
able in one compact unit, 17x25” overall, with only one knob to 
turn, can be operated easily by any girl in your office. 


HANDSOME — Glossy black with white trim—looks well anywhere. 


ACCURATE —No matter how fine the detail, or what the colors, if you 
can see it in the original you will see it in the photocopy. 


VERSATILE — Produces exact, letter-perfect copies up to 14” wide— 
whether the original is single or double sided, opaque or translu- 
cent, white or colored. Photorapid’s legally accepted copies are 
ready for instant use, eliminating costly typing, hand copying and 
checking—or costly outside copying. With Photorapid you can make 
single side copies, double side (to reduce filing space), transparent 
copies for use as masters with diazo or blueprints, tissue copies for 
air mail—all at an unbelievably low cost. Also other models for 
copying from books without removing or injuring pages. 


FAST —In seconds your finished, perfect copy is ready. 








105 Chambers St., New York 7, N.Y 


a I'd like to know whet Photorapid can do for me. 
fof’) 105 Chambers Street 


New York 7,N. Y. * BA 7-4150 NAME 


o COPY-CRAFT, INC., Dept. 06 


ADDRESS 
CARBONS AND RIBBONS « DUPLICATING. PHOTO 


COPYING AND SYSTEMS MACHINES AND SUPPLIES city 
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Now—FACIT ads in 7 national magazines 


c< 
BUSINESS 


most read by your Business Machine customer! 


To help you—THE DEALER —Facit Inc. is doing 
a stronger pre-selling job than ever, for Facit 
calculators, Odhner adding machines, Halda 
typewriters. More publications! More insertions! 
Larger space! More color! 





AND TO BUILD UP MORE SALES IN YOUR AREA 
Facit backs you up with: 





5,218,623 top execut n . sien 
ola. Gamer and abv. 1. Regional trade shows. 2. Classified phone book adver- 


ernment are being influenced tising 3. Direct mail ideas, including folders, blotters, 
by Facit’s 1955 advertising. 7 
postcards, etc. 4. Newspaper mats and cuts. 5. Point-of- 


Th 

or eee 
06 ete 
you cor 


oy me 





FACIT INC. 


404 Fourth Ave., New York 16, N. Y. 
114 Sansome St., San Francisco 4, Calif. 


Pececoceeseesesergq 
RE BR ee 


Pioneers in business machines since 1884. 











FACIT CALCULATORS e ODHNER ADDING MACHINES e HALDA TYPEWRITERS 
SOLD AND SERVICED THROUGHOUT THE WORLD 





patents cover such features as Lucite 
roller bearings on each divisional guide 
to reduce friction. The base upon which 
the cards rest is covered with a non slip 


finish. Each ecard 


Nvlon velour auto 
matically seats itself on its own base 
and pivots on its own axis, ach row 
of cards is protected by a plastic guide. 
This company claims its indexing sys 
tem is the fastest for ledger cards and 
costs less, 


New Vue-Fax 


dress. 


, is free from above ad 


KD TYPEWRITER STAND 
Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, 


Knocked-Down Typewriter Stands which 


Ohio, makes Hercules 


are individually shipped f.o.b. from the 
plant in Flat Rock, Mich., in 23%" x 24 

$%” cartons. This packaying permits 
shipment via parcel post at a consider 
able saving and minimizes warehousing 
individual 


problems for dealers. The 





packing also eliminates the single pack 
ing charge on assembled stands. Easy 
to-follow assembling instructions accom 
pany each stand. The only tools needed 
for assembly are screwdriver and pliers. 
All holes are pre-drilled at the factory. 
The fasteners prevent tearing or snag 
ging of clothing and give rigidity to the 
units. Arched-strut frames provide ad 
ditional strength to support heavy elee 
tric machines, allow greater leg room 
and prevent tipping. Tubular steel con 
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Descriptive brochure, ‘* The 





A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


al ; ™ . 
The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
iad ° ” 

814,” wide and 1414” long. 

In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1955 simplified 24-page 
priced catalog, “At Your Service.” 


We also manufacture forms 
on N.C.R. paper. 


MODERN 
BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 











You Get Things Done With 
Boardmaster Visual Control 


Wrinkle 
brow! 
of the 

t crawling 


rubber 


vy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 


Facts at a glance — Saves Time, Saves STENCIL DUPLICATOR 


Money, Prevents Errors - 

wy sty (Co COO eat 
Simple to operate—Type or Write on PI oe 
Cards, Snap in Grooves ; 


Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 


’*° Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Complete price $4950 including cards 
| FREE| 24-PAGE BOOKLET NO. F-300 
Without Obligation 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 





FIRST manually operated folder with 
fully automatic feed! 


WEW, IMPROVED (= cg ° 
FULLY on Ob tehite 


GUARANTEED! DESK MODEL FOLDING MACHINE 


PRINT-O-MATIC CO., INC 
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Affiliated Gas Equipment, Inc. 


bryant HEATER DIVISION (/ 


, a 
Walttonal Accounting Machines sav2 us $36,000 
a year...return 96¢ annually on every $1.00 invested.”’ 


—BRYANT HEATER DIVISION “‘Mokers of World's First Automatic Gas Heating Equipment”’ 


‘National Machines in Cleveland pay back 96% of origi- 

nal cost yearly, saving $36,000. They help us handle more 

work with the same staff, eliminating costly overtime; 

yet we keep management and sales force constantly inform- 

ed with up-to-date sales analyses and other important data 
“We are so pleased with this efficiency—and the sim- 

plicity of operation that makes 

operator training easy—that 

we are equipping all our 

offices with Nationals.”’ Vice President and 

General Manager 


BRYANT HEATER DIVISION pionees in automatic home heating, crea- 
tor of “Command-Aie’’ Twins tor year-round air conditioning 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 | 


949 OFFICES IN 94 COUNTRIES 
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In your business, too, National ma 
chines will pay for themselves with 
the money they save, then continue 
Savings as annual profit. Your 
nearby National man will gladly 
show how much you can save —and 
why your operators will be happier 


* 


# Pat. OFF. 





ac-a-desk 
THE ORIGINAL 
DESK STABILIZER 





TYPING BECOMES 
easier, 
faster, 
neater 








OVER 50,000 IN USE TODAY 
economical JAC-A : sh ipping 


and piling out « your typing. Moder 


furn out neat, 


streamlin | Ac 
duc to \ ne tires 
day 

iI 

worku 4 


No clumsy locks or sharp edges 
to bump shins or snag nylons 


Jas d works sumply, automatical 
up 1 jiffy, down m a jiff Tele 
to fit desk drawer rip rubber 
Handsome satin finish won't rust 
pands from 16” to 30” 


34” 


GONCO MANUFACTURING CO 
1259 SO. LA BREA, LOS ANGELES 19, CALIF 





Write for liberal quantity discounts. 


Ask about our exclusive franchise plan. 


paper breaker we ghts for positive single 


sheet fee Slipsheeter 


ling Sli available 


Full nfiormation from above address. 


FOR CORRECTING 

SPIRIT MASTERS 
X-acto, Ine., 18-4] Van 
Dam St., Long Island City 1, 
N. Y., mak X-acto 


which 


Knives 
eorreet 
spirit masters, 


Recomn 


| 
ended = for his pur 


2 handle 


their 


pose is their N 
with No. 22 bla 
Nos. 1 and 3 handles with No. 
1) blades, These 


and ar 


ies, and 


blades are 


rounded used in of 





ces to remove hectograph 


carbon from the aster when 


eorrection necessary 
Cal be 
that a 
available. Liters 


eor ple Tt 


quickly 


sharp one 


MOISTENER 

412 S. Wells St., 
Boistix Moist 
ener which features the roll-on principle. 
Its unbreakable 


3ernay Products Co., 


Chicago 7, Lll., makes the 


roller is constructed of 


clean, white porcelain to give 


> 


positive . 





It flows « 
Moistix is ex 


stamps, 


one stroke moistening enly 


The 


for moistening envelopes, 


and never dries up 
cellent 
labels, ete. Keeps hands clean and dry; 
has no messy or sticky clean, 


9Re. 


parts to 
{ ‘ost < 
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Gestetner is made 
by the world’s first and largest 
manufacturer of duplicating equipment 


No cans... no brushes. . . no pads ! Leakages 
and mess are a thing of the past with this new, 
scientifically clean stencil duplicator. GESTETNER 
will make enormous savings in your printing bills by 
reproducing illustrations in line or even halftone 

and make ordinary typewriting a pleasing print-like 
reproduction. GESTETNER will repay its original in- 
vestment many times over. Yet with all its many 
exclusive features it costs no more than ordinary 
duplicating equipment. 
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COMPLETELY 
CLEAN! 


Simply clip the 
paste-ink tube 
in-—that’s 


all! 


gah ith 
g 


| GESTETNER DU 
| 50 McLEAN AVENUE, DEPT. 84 
: YONKERS, N. Y. 


| Please send a copy of “30 Ways to Get the Most 
| from your Duplicator.” 


| NAME 
| 


| ADDRESS 


ZONE STATE. 


133 





NEW _filing System 


SAVES SPACE! 
SAVES TIME! 
SAVES MONEY! 


or 

Your Seme Amount 

of Records in HALF 
the Space! 


Typical Visi-Shelf instal 
letion shows spece- 
soving 


Records ore olwoys 


occessible for foster, 


v 


THESE SAVINGS CAN 
BE YOURS 


Fleer Pien of en Actual Filing Area Before 
installation of the Visi-Shelf Filing System 


47 


easier filing! 








This eree wos occupied by 196 four drower letter filing cabinets with 
@ filing copocity of 784 drawers o 20,776 filing inches. 


Fleer Pian efter installation of the Visi-Shelf Filing System 














More Ther Mell the Piling Aree Becevered te Orbe Use! 
90 Visi-Shelf Filing Units, eccupying less then helf the original filing 
cree, hold oll of the records previovsly filed in the entire filing creo! 
These units, with @ filing copocity of 25,380 filing inches offer 4404 
more filing inches ~~ en increese of 25% in filing capacity 
Feewee eee 2 SB 2S Ce 2 See e aan 
Visi-Shelf File, Inc. 0-6 8 
105 Reade Street New York 13, N. Y. 

Please send free catalog describ- 

ing the new Visi-Shelf Filing System. 


PS acct scciannims 


pe ee ee eeeecee 
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CASH REGISTER ROLLS 
Rittenhouse Paper Co., 6405 S. Went 
Ave., Chicago 21, IIL, Cer 
out J ch 
irket clerks to quickly 
pt Pack 
rolls, 


each 


makes 


ech ape wh zips open 


rolls, 
ot 
after 


ten 
clean 
use. A 
of the 


Tape and 
until ready 


the 


stays 
for 


end 


aged 
5 


spe- 


adhesive at roll 


permits the cashier to p open the tape 


quickly wi ig or wasting 


paper and tin tape eliminates de 


lay caused by roll 


the 


insert new into 
the 
t line fret. Many months’ 
Certified 


stored at 


ing @ 


cash register, while customers 
» check-ou 
of rape 


packages ean 
each counter. 
in standard 


More in 


81Zes 
> 
Registers. 


adaress 


FURNITURE CATALOG 
Herbert L. Far} 
‘wark yA N J 9 I “ave 


Co., BY: 


2 Broad 


issued a 


st 


1O0 


showing a com 


arkKas 


illustrated catalog 


Zz 
of furniture and equipment 


This 
the 


institutions. 
of 


schools and 


nr carries many 
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W503 


NOW YOU CAN CUT COSTS 
cover your own dampening rolls 


with PRESEWN molleton covers 


ees IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 
put on their own dampening roll 
DAVIDSON PRESSES Molleton covers. It's as easy as A-B-C 
(see illustrated steps at left). 
Send in your order today 
or write for more 

information. 





STEP A — Wrap 

acetate (sent with 

cover) around roller 

STEP B — Slide Molleton 

cover (as shown) onto roller 

STEP C —Tie ends and cut excess 
string THAT'S ALL THERE !§ TO DO! 


«o ELIMINATE | 
AN AMAZING 
NEW INVENTION ql EJECTOR WHEEL 
STREAKS 


even over solid printed areas 


NO TOOLS REQUIRED! 
FITS ALL Wy, ; 
1200 - 1250 io ae SNAPS ON IN A JIFFY! 
MULTILITH P 
PRESSES ' = y CUTS PAPER WASTE! 


Do away with waste due to «SOR Y CUTS RUNNING WASTE! 
streaked copy Save time and 


money using pre-cut sheets. Complete : COMPLETELY GUARANTEED! 
kit with 2 units—I year's supply of pads " 


plus plastic squeeze bottle and cleaning 
fluid only 5 95 ROLLO-O-GRAPHIC CORP. 133 PRINCE ST. N.Y. ¢ 


ONLY the complete unit. 


Y OPote FoR SETS OF EJECTOR 
ATOR®S | UNDERSTAND THIS UNIT iS 


MANUFACTURED BY co TELY AND UNCONDITIONALLY GUARANTEED 





ROLL-0-GRAPHIC CORP. eseaieeeaeaeianet 
xx 133 PRINCE ST... Y. C. 
MANUFACTURERS OF ™ 


TF TRI-MOL 
the "HIDDEN RESERVOIR" MOLLETON 
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finest 


catalog 


office 
files, lamps, 
etc. 


lines of and the 


desk ac 


furniture 
includes 


cessories, part It1ONS, 


BALLPOINT ERASER 
Weldon Roberts Rubber Co., 365 Sixth 
Ave., Newark 7, N. J., makes the Weldon 
Roberts No. 38 


cleanly 


Eraser which 


to 


3allpoint 
is especially designed 


both ballpoint ink and 


erase through 


liquid lead. Mads dealers. 


in the handy elliptical shape in an at 
tractive 


green color, it is available 


stationers, art and office supply 


Starts everybody 
working earlier! 


Mail must be opened before the office 
day can get under way...and a PB 
MailOpener is a sure, safe means of saving 
those valuable early morning minutes. 
Far faster than “hand and dagger” 
methods! Ask your nearest Pitney-Bowes 


office to demonstrate. Or write for free 
illustrated booklet and postal rate chart. 
PrtTNEY-Bowes, INC., 3452 Walnut St., 
Stamford, Conn. Originators of the postage 
meter. 94 offices in U. S. and Canada. 


PITNEY-BOWES 
MAILQPENER_ 


Electric model LE 
safely, easily trims a 
hairline edge off any kind 
or size of envelope...opens 
a whole morning's mail 
in a jiffy. Other models, 
hand or electric. 

FREE: Handy desk or wall 
chart of postal rates, with 
parcel post map and 

zone finder. 





THe Orrice- June, 1955 





MAIL BAG HOLDER 
W. A. Charnstrom Co., 305 South 5th 
St., Minneapolis 15, Minn., makes Charn 
strom Portable Mail Bag holders in mod 


els holding two and four bags. Equipped 


with large, hard rubber swivel casters 
which permit easy movement even when 
holding 500 lbs. of mail. Bags are held up 


clear of the floor and hooks securely hold 





the bag by its grommets even when bags 
are full, yet are easy to release with 
fingertip pressure. No lifting of bags is 
necessary. Adjusts to handle either No 
1 or No. 2 U. S. Mail Bags and ean 
used for parcel post as well as ri 
mail. When the bag holders are 

use, they fold compactly for storage 

will stand upright. The 2-Bag Holder 
$54.50; 4-Bag Holder, $49.50, f.o.b. abo 
Write for illustrated literature. 


OFFSET SUPPLIES 

William Recht Co., Ine., 50 Churel 
St.. New York 7, N. Y., have published 
a new catalog of offset supplies and 
operating equipment for all offset du 
plicators and presses. Bound in handy, HEINRICH DIEHL G.M.B.H. 
pocket size, the catalog lists everythin, ¥ RECHENMASCHINENFABRIK 
needed from art and platemaking _ NURNBERG - STEPHANSTRASSE 49 
printing. One section groups supplie 
for smaller offset presses such as are WESTERN GERMANY 
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W rite 
this 


Pe 


29th 
Univ 


Royal, 
Allen 


duplicating departments 


above idress for a free copy of 


catalog. 


UNIVERSAL KEYTOP 
36-40 
makes 
fits Unc 


West 
the 


lerwood, 


arl Engraving 


St., 


Corp., 
New York 

ersal Key toy 
Remingtor I th-Corona, = ©. 


and 1.B.M 


writers ; cost 


ne-tl 


each 


o! the 


eliminates 


assorted 


to fr 


’ 





ih 


jeeeeer peseees 


PUAARARS RARER LSAARODIRALAAS 


SRSSSSSSKHSSSS SSS SSSSSSeeeeesseesess 
Titi aaa 


eplac e 


H 


bessesease 
+4 


eStessssaetssssssssacesss: 


Grecia (STS 


\FUNCTIONAL-CARBON INTERLEAVED 


* BUSINESS FORMS 


\ 
Locally wrovuctd on Gfa-to-clofe ROTARY or 
FLAT BED EQUIPMENT § S7oe7v7ior QUALITY 


Persona ined Service 


SNAP OUT-PULL OUT, 
BOOKKEEPING, 


INVOICING - ACCOUNTING 
\ 


PEGBOARD - VISIBLE RECORD FORMS 


PAYROLL FORMS 
A-M MULTILITH SYSTEMATS 


NCR (No Carbons Required) FORMS | 


, th, 
OZALID PAPER, BRUNNING SYSTEMS Qe 


a complete design and manufacturing service 





ort 














Seeren 


keytops. Ready for immed 
Prices and fu 


address 


nformation 


POCKET CHECKWRITER 
I 0 Macl ine Co., 
n-cho, Ni 


Industry 


shi-ku, Yokohauia, 


eket 
out 10 oz 


Ht 


independent Forms 
Printers Group Ass'n 


Allied Printing Co., Inc. 
861 Broad St., Providence, 
R. |., HOpkins 1-7440 
Carteret Printing Co 

480 Canal St., New York 
13, N. ¥., WOrth 6-1454 
Cromwell Printery, Inc. 
Church at Bleecker, Albany 
1, N. Y., Tel. 62-5567 

G. W. Danneman & Co., Inc 
55 Vandam St., New York 
13, N.Y., Algonquin 5-4747 
Harding & Harding 

16 Jay St., New York 13, 
N. Y., WOrth 6-2727 
International Formprint Co. 
409 Pearl St., New York 38, 
N. Y., WOrth 2-1363 

Office Systems Printing Co. 
342 W. 14th St., New York 
11, N.Y., Algonquin 5-8500 
Premier Printers 

124 Johnston Ave., Kearny, 
N. J., HUmboldt 2-4962 
Printhouse Company 

284 Hackensack Avenue, 
Hackensack, NJ., HU 9-5506 
Schonbar-Leigh Printing Co 
150 Varick St., New York, 
N. Y., AL. 5-0070-71-72 
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Mawes 


brought to you by 
the makers of the 
world-famous Comptometer 


adding-calculating machine 


than you think 


Adds, subtracts, multiplies and even divides. The fastest, quietest, 
easiest 10-key machine to operate. New human-engineered key- 
board reduces lateral hand movements. Exclusive Visi-Balance win- 
dow automatically shows the true running debit or credit balance 
at all times. Instantaneous subtotals or totals. Erase tab-backspacer 
AC-DC motor. Arrange for a free office trial—or write for full 
information from FELT & TARRANT Mfg. Co., 1715 N. Paulina 
St., Chicago 22, Illinois 


The new COMPTOGRAPH CALCULATING- ADDING MACHINE the COMPTOMETER® DICTATION MACHINE. and 
the COMPTOMETER® ADDING-CALCULATING MACHINE are products of Felt & Tarrant Mfg Co., Chicago 22, Ill 
Offices in principal cities and throughout the world 
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MAY SWEEP THE 
=/ NATION—BUT! 
... there’ll always be a 


DEALER 


to SELL and SERVICE 
office machines! 


... and dealers will always 


DEPEND ON 
SHIPMAN - WARD 


- the house that progress built - 


for the latest and best in 
office machines « dealer 
service * supplies — to serve 
their customers better! 


EXCLUSIVE 
WORLD-WIDE DISTRIBUTORS OF 


B. F. GOODRICH 
PLATENS 


See you at the NOMDA 
CONVENTION in Denver 


Visit our NEW HOME 
in Chicago! 


SHIPMAN-WARD MFG. CO. 


320 West Ohio Street «+ 





Chicago 10, Illinois 


Branches and agencies in major U.S. cities and Canada 


P\t pce) VF Wale). Be 





print incised, inked 


1 
ete., in checks so 


amount num 
that the amount 
cannot be altered. Its impression is 
n appearance to that made by 
lesk tvle cheekwriters. 
ysition on the check. 


plastie with 


Prints 
S0dy is 
metal carriage, 

rraved numeral! wheel. Litera 
prices tron 


1 | above address. 


PARCEL STRAPPING EQUIPMENT 


Div., United 
States Stee! Corp., PO15 West 47th St.. 
32, Ill, offers a free 


‘Blue Book of Pac kaging,’’ eon 


Gerrard Steel Strapping 
Chicago 36-page 
booklet 
taining a short history of steel! strap 
ping, cost savings, materials chart and 
typ 


cal application photos. Among the 


is the Model TA Pre 
Mach ne for 


ally strapping parcel post and light ex 


produc ts included 


determined Tension manu 


press packages in office mailrooms. The 


small machine tensions and fastens 18 


191% gauge round steel strapping fed 


from a continuous « to climinate waste. 
Steel strapped packages require no seal 
method el II 


damage, Write 


ing, and the nates pilferage 


and reduces nbove ad 


dress for the free booklet 
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has an office machine saved 50 much 
TIME, MONEY AND WORK... 0 eadily! 


“It’s magic,” a secretary said delightedly as she made her 
first Cormac photocopy — after only 5 minutes instruction. 
So simple to operate, so automatic, it requires no experience 
to make perfect copies, in seconds. 

Management likes it too! Copies which simplify office pro- 
cedures at the flick of a switch — yet are cheaper than typing, 
cheaper than ’stats—make good business sense. Cormac copies 
cost pennies! Just 10 copies a day saves $1,280 every year, 
give 17 extra hours every week. 


only CORMAC COPIES EVERYTHING 
YOU GET PERFECT BLACK-AND-WHITE FACSIMILES .. . 


from any original, written or drawn in pencil or ink, typed or 
printed, from black-and-white or color 


from any kind of paper, opaque or translucent, printed on one 
or both sides 


Af from any book, no matter how tightly bound, any magazine, or 
any chart, form or graph 


Whatever the subject, your Cormac will copy it exactly, 
permanently, easily! 


SO WHY NOT ARRANGE for your Free demonstration of the Cormac, in 
your own office, now... WITHOUT OBLIGATION! 


: Dept.0-6 ' 
WRITE TODAY ; Cormac Industries, Inc., 80 Fifth Ave., N. Y. 11, N. Y. © ORegon 5-9310 | 


C) Please rush proof that Cormac can save me time, money and work. | 


for your Free copy of ] Also name of nearest Cormac dealer. 


“THE MAGIC OF PHO- 

TOCOPY”— A factual — 
story of its impact on 
office procedure. 


Company 


Address 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW Banta mm 10 


portable shredding machine atalm especially 
for office use! Quiet, compact, streamlined! 


Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tiona! design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


FREE: Colortul, illus 
trated descriptive 
foider, includes 10 DAY 
FREE TRIAL details 
Write SHREOMASTER 
BANTAM 10 on your 
rhead or postcard 
and mail today to 


tie SHREDMASTER 
F oxpiore “on 
& Division of Self Winding Clock Company, inc 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 


UNREADABLE 
SHREDS COME 
OUT HERE 





COFFEEMAKER 
Products Co., Cedar 
makes the E-Z Way Automatic 
Pushbutton Coffeemaker, designed to 
permit the serving of coffee in 
and plants at lower cost, by 
of coffee and labor, and 
ate, Machine has 
Oo pus shbuttons 


Steel tapids, 


lowa, 


offices 
cutting cost 
eliminating 
gots and 

Pushing one button 
of un formly good coffee, 
Coffee 


adiuste a 


two Spl 
spenses a cup 


fresh for each customer. 


is easily 


cond pushbutton 
amount of hot making tea, 
hot chocolate, soups, ete The E-Z Way 
Coffeemaker coffee concen 
trate, 


I spen es imny 


water for 


uses liquid 


frozen or a eoncentrate made 


coffee. It has 


entrate 


from any good soluble 


one-quart 1d con eapacity 
150) eups 
nstant te 
cups 
j no Messy 
filter or bags, to clean up. The 
baked enamel! 
steel trimmed, can be kept clean 
three n 
There’s no stale leftover 


grounds, 


silver-gray finish, stainless 


with 
nutes work per day 
coffee, vet 
coffee during 
periods. Unit is 24” high, 1314” 
18” deep. 


less than 


there’s no running out of 
rush 


wide, 
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VO BUSINESS...WHATEVER ITS SIZE... 
CAN TURN Cinte dele money WITH A MARCHANT 


a 


— 
A 


High speed, automat 


MARCHANT Figuren ot". 


Costly hours spent figuring by ineff It's EASY TO OWN With our “pay-as-it 
cient methods or with inadequate saves” plan you can now own this 
equipment are turned into extra hour moderate-priced MARCHANT Figure 
of profitable, productive effort with a matic for less than regular rental rate 
N ARC f NI Fieur 1alit yi W ’ 
ppecien en ou OWE It’s EASY ON YOUR TIME A test run on 
it to your business to look at this fast 

: your own figurework will show that a 


automatic calculator 
Fivcurematic Save 8) much time it 


It's EASY TO USE The Figurematic is so just isn’t good business to be without 
simple to run that anyone in your offic one. Call the local MARCHANT 
can use it with ease and efficiency MAN or mail the coupon 


1ny uay you fiqure 


“MARCHANT ......... 


Find out how a MARCHANT calculator will help cut your figurework 
costs and lighten your figuring burden. Mail this coupon with your 
business letterhead for free 
Index to Modern Figuring by Marchant Methods 
Descriptive Literature on Marchant Calculators 
0-4 
MARCHANT CALCULATORS, INC OAKLAND 86, CALIFORNIA 
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“Puce SAMPLE OF 





Fodky Kingor , 


nos epee A 
| SELLS FOR ee 


NUS . 
| Finger-tip Moistener 


vtéud CATALOG 
of OFFICE AIDS: 
Evans GATHERING RACKS 


for sorting, collating and other office 
use. 


Evans WALL RACKS 


put otherwise wasted wall space to 
work. Racks hold papers, catalogs, etc. 
within easy reach of all. 


Evans Finger Tip DESK FILE 


is the one desk file that has everything. 
Should be on every busy desk. 


Evans DESK DISTRIBUTOR 


is an upright aluminum rack, with di- 
viders at 45° angle to be spaced as 
desired. 


PEERLESS ASH TRAYS 


Stainless steel. Cigarettes cannot fall 
off and burn furniture. Other exclusive 
features. 


* TACKY-FINGER 


is an amazing new product—superior to 
wet sponges, etc. Stainless, odorless, 
greaseless—eliminates paper fumbling. 








Wréle: NANS SPECIALTY CO.. INC. 
1803 E. Grace St., Richmond 23, Va. 


of records, 


SHORT-RUN CONTROL 


‘assell Organization, Westport, Conn., 


leveloped a method to keep track 
of seores of short-run jobs. To keep 
all orders under tight control, Produe 
Trol boards are used in such a way 
that. each day, behind sched 


ule can be seen at glanee, thus elim 


‘veryvthing 


g 
inating the usual time-consuming search 
\pproaching bottlenecks and 
are spotted sulhecient time to 
eorrective actior 


Complete infor 


from above address. 


, 128-168 32nd St., Brook 
Y., makes the 20” 
Window Fan 


portable 
which is thermo 
will turn on 
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and off automatically at desired tem VERTICAL FILES 

peratures that can be pre-set on a handy Western Mfg. Co., Aurora, Ill, makes 
dial. The rubber mounted blades oper the 2800 line of suspension files which 
ate quietly at three slow speeds: 1000, afford full 28” depth. Fabricated in 


800 and 600 rpm. Completely guarded jeayy gauge furniture steel, an 
front and rear with Finger Tight chrome pendent frame work consists of s 
plated safety guards. Easily carried by teal ehannale welded to cabinet sides 
handle for use anywhere in a shed De Ae in with Weaen's exclusive int lack eraici. 
windows where the removable, adjust ; 
able panels can be extended from 26” Each drawer oper — on six steel balls 
to 35.’ Complete with 10 ft. cord and and four con pletely friction free roll 
plug, finished in soft graytone baked ers, Files h e side locking type fol 


enamel, it lists at $65.95. lower bloeks, ful pan bottor on case 


( Worth its weight 
in savings! 


\ 
} 

Your outgoing mail loses money if it carries 
too much postage ... loses prestige and good will 
if it carries too little, and arrives Postage Due. 

This Pitney-Bowes S-510 Scale, with its high 
precision, instant acting, automatic pendulum 
mechanism, gives exact weight, in fractions of an 
ounce up to 10 Ibs. Large, widely spaced markings 
permit quick, easy reading, save time in mailing. 
Other PB Scales for any kind of mailing, including 
parcel post up to 70 Ibs. Ask the nearest 
Pitney-Bowes office to show you. Or write for 
free booklet. 


FREE: Handy desk or wall chart of Postal Rates 
with parcel post map and zone finder 


PITNEY-BOWES 
Mailing Scales 


PITNEY-BOWES, INC. 
3478 Walnut St., Stamford, Conn 


Originators of the postage meter 
. . Offices in 94 cities 
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CLEANS 
© Typewriters 
* Billing Machines 


machine opercton wont 
"Norte Plastic Type Cleoner 
t's eosy to vse— no mens 
—n@ liquids to spill © Marking Devices, ote. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon requert write to 


NORTA DISTRIBUTING a, 
1165 Broadway, New York 1, N 


NOW!! ON THE 


MARKET 


NIPPO 
POCKET 
CHECK 
WRITER 


xa Rr, 


NIPPO MACHINE INDUSTRY CO., LTD. 
Manutacturers 
Tenjin-cho, Nishi-ku, Yokohama, Japan 


PRINTERS — DEALERS — AGENTS 


Offer your customers the best in custom made 
carbon interleaved business forms and second 
sheets. Also W-2 Forms and Envelopes — Bills of 
Lading — Purchase Orders — Voucher Checks — 
Repli Memos — Salesmen's Contact Reports 
ready for imprinting 


For complete information, write, wire, or phone 
139 Howell Street, Dalles. Phone Riverside 5816 


ROGERSNAPp 
RLS a 








Genie Cara efpnhroads 


FREE DESIGN 
FREE PROOFS 
FREE DIE 


JUST MALL US YOUR 
&D WITHIN 5 DAYS. NO OBLIGATION. 


JJewberry Engraving Co. 


801 SO. 201H STREET - BIRMINGHAM 5, ALABAMA 





bars, individ 


plated sus 


rebound eliminator 
Additional 


ire SS 


informatior 


DESK ORGANIZER 
Sengbusech Co., 1265 Sengbusch 
suil g, Milwaukee 3, Wis., makes the 
Adapto-Rack se desk organizer of 
all-steel with steel wire separ 


tional 


ators. It bakeel 


compartments 


has a gray or green 


enamel finish and eight 
for correspondence, folders 


A clear 


catlaiogs, ete 


acetate lnbel holder 
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NOW with Seif- 
Adjusting Paper Feed 
—Keeps tope aligned 
et all times! 


_— a ‘whure Sensational! That's the only word to describe the all- 


new REGNA Adding Machine! Streamlined as the 
newest cars . . . so low in cost it’s a dream-come-true 
for small business owners. Lets many firms cut ex- 
penses and increase production by supplying a 
machine to every department, to every desk where 
adding is done. It took REGNA engineers years to 
develop an adding machine of such supreme quality 
at such a remarkably low price. It will take your 
customers only minutes to realize that the new 
aumvedion boy dears entice beyboord REGNA is their ‘‘best adding machine buy’’! 
lifetime handle construction "Stall REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys / : 175 Fifth Avenue ‘ 
trouble-free performance . . . : tie New York 10, N. Y. 

minimum maintenance | Gentiemen: 


Please sefid more information on the new Regna Adding Machine and oviline 
] edvontoges of becoming o Regna Deoler 


@ models with or without direct 
subtraction available 
revolutionary years-chead styling 
Swedish steel assembly . . . 
Swiss precision counters 
fully automatic safety keyboard 
ciphers printed automatically 
signals for subtract, multiply, 
sub-total and total printed 
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quick 

» end wire 
sturdy base 
mas to pre 
(leSKRS, Witl 
more, seny 
stutioners 50 
eaturing dealer in 
are also provided. 

from abo 


free tria 


PEGBOARD PARTITIONS 
Jamestow! Dis \etna Stee 


cts Corp., Jamestown, N. Y., makes 


anels of perforated pegboard which ad 


utility 0 the flexibility of 


The modular 


the new low-cost 


NIAGHKA 110-E 


Table Model 
ELECTRIC STENCIL DUPLICATOR 


@ Variable speed. Speeds range from 
70 to 140 copies per minute; speed 
can be changed while duplicator is 
running 
Automatic rising feed tray. Keeps 
paper level with feed mechanism: 
holds 250 sheets of 20-Ib. paper 
Front feed roller system. Handles 
paper and card sizes as small as 
2% x 2% 
Also available, the complete line of NIAGARA 
electric cabinet models and hand-operated 


duplicators, stencils, inks, etc 





For further information write 


NIAGARA SUPPLY CO. 


1600 West Street, Concord. Califérnia 


or order 


nveable with al 











vn panels, thus en 


Manufacturers of World's Fastest Duplicator: , ; th. satiate dail n oftice wall to 
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NEW «- FASTER - 
EASIER « Automatic! 


Destroys Old Papers 
and Records with 
No Hand Feeding 


The new "SILVER EXECUTIVE AUTOMATIC" Paper Shredder is the first 
stack feed machine . . . feeds itself automatically! Shreds confidential 
papers, records, time cards into |/,” strips—in seconds. Machine is a 


typewriter-size, portable desk model with full !/, HP motor. Safe, easy to 
operate. Many sizes. Write today for details of 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . . SALEM, OHIO 





Electrically Welded Heavy Gauge Steel 
Construction Helps You Sell the 


PARKER SLIDING DOOR CABINET . . . 


A NEW STEEL SLIDING DOOR CABINET It's a must for t 

ness concerns. Saves valuable space only one of its kind. Sell it 
many fine points you'll profit! Sliding doors glide on ba 
bearings. Electrically welded. Four shelves adjustable every two 
inches, Available with lock optional to assure privacy. Available 
in baked enamel finish: Green, Grey, Grained Walnut and Mahogany 


CONSTRUCTION FEATURES ~ No swinging Doors to block aisle 
space + Adjustable shelves for Storage use or easily converted 
for Wardrobe use * Shelves easily adjustable within cabinet + 
Electrically welded construction throughout + Shipped SET-UP 
ready for immediate use (no nuts, bolts to fuss with) « Heavy 
a furniture steel throughout « Baked on Enamel finish in Grey, 

reen or Brown « Doors operate on large roller bearings wa.c. 
have continuous smooth operation. 


THREE STYLE DESCRIPTION SIZE 
CONVENIENT 7281 Steel Sliding Door 72x36x18 
SIZES Storage or Wardrob 
“Teel x4. ee 
‘ ybe 
a4 428L Steel Sliding Door, Storage 42x36x18 
MODELS 428LG Glass Sliding Door, Bookcass 42x 36x18 
s0SL Steel Sliding Door, Storage $0x36x18 


(Available 308LG Glass Sliding Door, Bookcase 40x36x18 
with lock 


~ on request.) 


| PARKER STEEL PRODUCTS, INC. Brochivn’11, New York 
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he altered quickly and easily. Arnot 
Jamestown recently added chalkboard 
and panels of cork for bulletin 
use to their patented Partition-ette 
includes seven different 


panel 
board 
line, “ ich now 
top panel types including clear or band 
lass, steel and acoustical material. 


frost 


CALCULATORS 
Plus Computing Machines, Ince., 
Seekman St. New York 38, N. Y. an 
nounces the Plus Duplex Electric Caleu 
lator, available in 9/10 and 12/13 capa 


cities at $710 and $823 respectively. 


m-620 
with the 


ee 


Machines feature an extra ‘‘memory’’ 


register for automatic grand and net 

totals: automatic accumulation, subtrae 

creates tion and ‘‘full cent’’. Particularly adap- 
; table to payroll and invoicing work where 

a great clerical posture Chair jncreases production by upwards of 
25% and cuts the error contingency fac 

tor substantially. Sales and service in all 
principal cities of the U. 8. and Canada. 


INK-CONTAINED STAMP 
Everprint Products, Ine., 224 Living- 
ston St. Brooklyn 1, N.Y., makes Ever- 
print Rubber Stamps which will give a 
hundred-thousand smudge-proof impres 


sions without touching a stamp pad. The 


Write for the complete profit details covering the 
METAL-LUX Model M-8200 Clericol Posture Cheir 
special rubber stamp composition is 1m 


pregnated with a new ink formula which 
tite ij < indelible and instant drying. It gives 
101 MN. Compbell Ave., Chicege 12, ilineis sharp, clean and smudgeproof impres 


sions at all times and eliminates 50% 
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Dupli-Typer Ribbon Attachments 
Make INKED Copies 


increase Production—Reduce Costs 


For 
Continuous 
Form Work 


For 
Bookkeeping 
Machines 
For full 


information write: 


DUPLI-TYPER CO. 


456 Fourth Avenue, New York 16, N. Y. 





Cuts Typing Costs— 


LETTEREX can cut your typing costs 
whether your pretty girl payroll is 
$1,000 or $1,000,000 — but 
only if you order some! 


TRY Letterex! 


The LETTEREX CORPORATION 
1640 Connecticut Avenue, Washington 9, 0.C 





Bring it up to 
date with... 


s 
OPNWINDO 
Steel Guides 


Ideal for expanding outgrown filing sys- 
tems. This movable clamp-on guide has 
1001 other office uses to save time and 
improve your filing 





Available in | or 2 inch widths. Packed 25 to 

box with labels in strips for easy typing. Also 

alphabetic labels to 200 sub- 

divisions 
See Your Office 


a Complet Lin 
and Indexes 
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yow! 


9 “GERMPROOF” 
Phones 
for you 

se & Your Staff! 


SHE DOES THIS . She GERMPROOFS tele 
phones! She polishe ms sterilizes them using an 
sain antiseptic which le m ¢ 
isible film keeping - n 
days (Laborators 
SHE'S IMPORTANT 
love health He 
ore throat 
It's been proved 

reduced absente 
have ound this weeb 
profitable, You will toc 


Phone or write for a_ representative to call 


HYGIENIC PHONE SERVICE, Inc. 
4 East 43rd St., N.Y. 17, N. Y. MUrray Hill 2-1035 
ALBANY, N. Y PHILADELPHIA, PA 
BOSTON, MASS PITTSBURGH, PA 
NEWARK, N. J RICHMOND, VA 
BALTIMORE, MD LOS ANGELES, CALIF 











CAPACITIES UP TO 


15 


LISTING 
TOTALING 











FABBRICA ADDIZIONATRICE ITALIANA ; « 


VIALE UMBRIA 36. MIL ANE TALY 


of stamping operations.. Available in a 
line of stock stamps such as ak ft 
‘SPECIAL DELIVERY ’’, *“*FRA 
GILE’’, ete., Everprint Stamps also are 


made to order for specific purposes. 


FLOOR MOPS 


i. I. du Pont de Nemours & Co., 
Wilmington 98, Dela., announces Sponge 
Yarn floor mops designed to give maxi 
num efficiency in washing, damp mop 
ping and waxing. Claimed to be ex 
tremely durable and to outlast ordinar,s 
mops with proper care, They are easy 
to keep les $1 » dirt and wax are 
qui kly flushed out. They make a neat, 


Sanitary “appearance where cleaning op 
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© rows 


of Transfer Files 


ONLY 7 AISLE! 
UP 10 70% MORE FILES 


QOLIM "400" SERIES TRANSFER FILES 


* BALL-BEARING ROLLERS 
* SAFE-SIMPLE INTERLOCKING 
¢.2) « STURDY STEEL CONSTRUCTION 
* DUAL VISION CARD HOLDER 
COMPLETE ¢ Manual of Records Management 
INFORMATION 
AVAILABLE 


DOLIN METAL PRODUCTS, INC. 


for effective record planning 


310-12 LEXINGTON AVE., BKLYN 16, N. Y 


Wee Bonny Blessing! 


ern ee Tee 
BALL POINT 
Weldon Roberts Enanan 
bh No. 36 MADEINUSA  _ 
The “Se, PEN-PENCIL —~ 
BRAND- “x. 
No. 38 


NEW 
BALL 


Waldon Robes Gnanan POINT 


Cleanly Erases All Writing of Ball Point Pens and Pencils 


Get acquainted immediately with lead. Attractively green-colored 


this new, sensational, time-saving 
eraser! 

Made by the world’s foremost 
eraser experts, of specially-tex 
tured rubber, for clean erasures 


of all ball-point ink and ball point 
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Handy elliptical shape. 
{sk your dealer for demonstra 
tion and prices NOW! 


WELDON ROBERTS RUBBER CO 
$65 Sixth Avenue, Newark 7, N. J 


World's Foremost Eraser Specialists 





“ HEAR THIS! Jr 


EW ee erations are seen by the public, Beem 


cellulose sponge yarn holds so nuel 

— Ae y water. few trips to the pail are requires 

Difficult areas around furniture legs are 

@ Bika aak asily ean without tangling the mop, 

r | lint or strings. The same mop 

CLEARS tt DESK ®or ACTION! ad ¢: » used as wet mop and ways 
applicator. Sterilized in boiling watei 


vithout losing tensile strength. 


ANTI-STATIC SOLUTION 
Merix Chemical Co., 1021 East 55th 
St., Chicago 15, Ill, makes Merix Anti 
Static No. 79 which prevents static when 


apphed to metal and rubber parts of 
tabulating machines. It is non-flamma 
ble, neutral, harmless, fast drying and 


practically role when dary. sult 


This sturdy, attractive new sectional organizer by 
Sengbusch improves desk-top efficiency. Finished in 
smart gray or green baked enamel, the strong, all 
steel Adapto-Rack adds business-like good looks to 
any office 

Here are more reasons why the new Adapto Rack 
is the most wanted desk organizer available today! 


Rugged, all-steel base will take years of 


hard use Aa Statit 
ps Wire separators of 9 gauge steel easily and oo 
quickly inserted or removed for complete f — 
flexibility 5 
ps Eight compartments provided: holes in base 
for additional separators if needed 
ps Clear acetate-covered label holder with white 
stripping for fast identification of file contents 
Two end wire s« parators attached ~. 
to base and furnished with large 
threaded rubber pads to prevent 
sliding and marring of desk. Adapto ors photo op 
Rack may be lifted by these end equipment 
‘ i i il. 


gy, dipping or 


ally good on plas 


wires 


See the complete line of Sengbusch Office Aids known 
the world over for quality. Visit or call your favorite : } 
Stationery or Office Supply House Today ti ne ¢ lication usually lasts for 


Send for an Adapto-Rack To Use in 
Your Office on 30 Days FREE Trial. 


OTHER FAMOUS SENGBUSCH PLASTIC BINDING 
Office Homies 7, Listinckion Tauber Plastics, Ine., Dept. 
CLE CLESNS GSTANES © ENER © HANDI-PEN DESK SETS Hudson St New York 1 a 
KLERADESK «© -_ SANITARY ™ VER © WO-OVER-FLO SPONGE p _ . 9 nigh 
ATA RACK © FiLt TRAY © A RUBBER STA yin err hens dut Hereules 





sample is $3. 


from above 





! 
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INK STAND CO. 


1265 SENGBUSCH BUILDING . MILWAUKEE 3, WISCONSIN 








FILE "EM FASTER... 
FIND 'EM FASTER! 


MIM-E-O 


VERTICAL 
STENCIL, NEGATIVE 
& MASTER 


FILES 


of stencils, Offset Negatives 


your filing 


and Masters! 
hold : 


Patented MIMEO Spring 
Clip 


at a time fave space 


identify contents ot a glance A size 


for every office, to hold from 50 to 1000 


units WRIT TODAY for illustrated 


Brochure 


MIM:E-O STENCIL FILES Co. 
1219-21 W. Chestnut St., Chicago 272, Ill 


Proven Profitable by Dealers 


INDIANS 
Ctudographue 


CASH REGISTER 


~ 


Hundreds of Dealers have found the indiana Autographic 
Cash Register profitable to display and demonstrate 
ideal for ail types of business doing over-the-counter 
sales. Sales or payments on account recorded quickly and 
accurately. Sales figures can be kept by commodities or 
departments and are classified at time of entry. All 
records and figures available at end of day for checking 
6 popular models. 


Dealers—write for detoils. 
INDIANA CASH DRAWER CO. 
Shelbyville, Ind 
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A 


for type that 
sparkles like 


hal 


}} 
Hi 


vw 


WW 


Ne 


\ 


oH 


24 Y 

Mb ddA WME sve. y 
Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-and-blue carton on 
your dealer's shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


60¢ at all stationers and typewriter dealers 


ecra-type desks 


by WORDEN of HOLLAND 


Write for catalog and details. 


HOLLAND MICHIGAN 





style Ol colortul plastic. These range 


ry All-Purpose Favorite from the Tauber-Twist (plastic coils) to 
Tauber Tube, Tauber S-Ring (plastic 
loose leaf ring), Tauber Round-Rings 
and the Tauber Multi-Ring (tightls 


~q7 

S| 

wound coil). Tauber Plastic binding u 
terials together with the Hercules punch 
gives binding work a deluxe appearance 
and selling power. The machine lists at 


$65. Prices start at $10.90 for punching 


mh dies. For further details write above 


Perfect for 


address for free hooklet 


all office jobs on BUSINESS CARD FILE 


Bull’s Eye Products Co. 15 Wi 


MIMEO and 14th St., New York 36, N. Y., offers i 


indexed filing case for business cards 


SU LPHITE Primarily designed as a premium, it wi! 


because 


* Very black, excellent all-purpose 
ink 

® Uniform jobs on open or closed 
cylinders 


® Laboratory controlled for all 
climates 


@ Will not clog cylinders or pads 
© Safe for all stencils 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N. HALSTED $T.. CHICAGO. 22, ILL 
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Product of Western Germany 


the exciting NEW 


O35 


portable 
typewriter 


keyset tabulation 

cast aluminum frame 

left and right carriage release 
Ya spacing 

left hand variable spacing 
two color ribbon 

plastic card holder 

erasure table 

visible margin 


smooth, duvable-cnamel finish Featuring standard and 


choice of color and type face 


achatinanlentits 13” Carriage BUSINESS-RITER 


Write for complete dealership information 


METROPOLITAN TYPEWRITER COMPANY, INC. 


Exclusive Distributors for the U.S.A. 
18097 SORRENTO AVENUE + DETROIT 35, MICHIGAN 





plus F.£.7 








right...with - 
PEGBOARD ACCOUNTING SYSTEMS 


for Accuracy—Efficiency—Ease of Operation 
Note these Important Features: oS tecuk' Megloarte tat thee 


as Forms for: 
sel Payrolls 
lranscribing errors are ¢ nate Accounts Receivable 
; Accounts Payable 
Time Payments 
Doctors’ System for Patients’ 
Charges 
Hospital Charge Control and 
many other applications. 





The C. E. Sheppard Co 
44-03 21 St., Long Island City |, N.Y 
Request free copy of 16-page Catalog A Please send me without cost 


‘ [ 


M R 
THE C. E. SHEPPARD CO. 


Established 1900 
44-03 Twenty-First St. e Long Island City 1, N. Y 
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"EAZY-READ" 


MULTIPLE FORMS 


Another QUALITY development b 


\merican Lithofold. Exclusive 407 bond 


mbined with special carbon paper 


Now! 
RUBBER ~=HANDLE 
Nee) «=U PAPERS 
messy FASTER 


SPONGES! = with amazing 


Proved easie to read right dow: to the 
An copy on electric typewriter 


PRE-TESTED AT 
100 TIMES 
NORMAL SPEED 
FOR PERFECT 


UNATTENDED RUNNING 


on your automatic 
machines! 


Write for FREE 
Samples 


$00 BITIWER ST 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 





machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 

TAX EXTRA 
FREE TRIAL OFFER. Write, osking us to send you 


a RITE-LINE Copyholder with the understanding you 
moy return it without ee within ten doys 


209 39th Street, N.W 
RITE-LINE CORP. Washington ia’ ‘De: 








Greaseless . . . Stainless . . . Convenient 

Creates tacky film on fingers. ..makes 

paper handling easier, faster, cleaner. 

At your stationer or send $1.00 for TRIAL 

OFFER of two full size containers . 
TODAY! 


Lee PRODUCTS oo 


2736 LYNDALE AVE. SO., MINNEAPOLIS 8, MINN. 


WHO'S GOING TO TAKE HER PLACE? 


With dependable office workers hard to 
get and harder to keep the only answer is 
more modern equipment. If you want to see 
how far mechanization can go in reducing 
your staff requirements, don’t miss this year’s 


NATIONAL BUSINESS SHOW 


OCT. 24th THRU 28th, 1955 1-10 PM DAILY 


RUDOLPH LANG, Managing Director 
33 West 42nd Street * New York 36, New York 
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he sold through stationers. It is of cor plastics, they are guarante 

venient desk size and eomes in various vears of lasting satisfactis 

colors of simulated leather, as well a are smooth and = sturdy w 

in real leather, gold tooled. Contains guished styling. Two inserts are provided 
25 alphabetical index guides, followe1 for every label holder with color acetat 
block and 50 blank cards. Can be ap 

plied or without black-enamel-on-gold 

initials, or with an advertising imprint 

on the underside of the cover. Lists 


from $3.95, 


WASTEBASKETS 
Nesco, Ine., Box 2043, Milwaukee 1, 
Wis., makes larger wastebaskets in 26-qt. 
and 46-qt. sizes, available in charcoal 
gray or olive green to blend with most 
modern office surroundings. Full infor 


mation from above address. 


RING BOOK LABELHOLDER 


Perma Products Company, Bo a, windows optional for wider indexing use 
Detroit 6, Mich., introduces its Kolo: With Kolor-Klips upwards of 36 differ 
Klip Ring Book Label Holder. Fabri ring book indexing combination 


cated in six colors from the tinest nade, Illustrated literature available. 


NOT JUST ANOTHER FAN! THERMO-COOL 
Portable Conditioner is for Year ‘Round Use 


This evaporative cooler requires no installation or plumb- 
ing. Just fill reservoir with water and plug in anywhere. 
IN SUMMER: Thermo-Cool lowers temperature, clears air of dust, smoke 
and pollen, Rooms are cooler and cleaner 


IN SPRING AND FALL: Without water, Thermo-Cool keeps air moving, 


eliminates mustiness. 


IN WINTER: Thermo-Cool raises humidity for greater comfort and keeps 


air clean. 5 95 
TRY a Thermo-Cool, You'll like its benefits. Only 


Distributor and Dealer inquiries solicited 


SPITZKA MFG, CO., 235 Colfax St., N. Sacramento, Calif. 





READ-A-FILE KEEPS YOUR 
STENCILS AND OFFSET PLATES 
scsooooee ALWAYS AT SEE LEVEL ------9 


The Read-A-File Cabinet is a protective file that keeps 
stencils and plates wrinkle-free. It permits wantonee 
inspection and quick access to ony one of up to 
stencils or 200 plates. The hanger unit, with 50 clips, 
rides on ball bearings. Each clip is on its own rod and 
can be removed without disturbing the others. It's new 
and different. 
DEALER INQUIRIES INVITED 


METAL SPECIALTIES, Incorporated 











2302 Bloyd Avenue, indianapolis 18, indiana SOOSCCCC® kL 
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NEWS 
of the Office 


OEANY Officers to AMA in 1941 as office manager, late 


( “ ( as conte » 4 “ar > « ‘ 
Alwyn W. Ogden, of anager. ni el “4 iTeren¢ irrangements man 


ager, and has been controller since 1945 


Mr. Skade was with .H Kress for 14 


Z 





versal Atlas Ww! eleeted 
president of t) tie ; i Assn 
years; his earlier e» ce was with 
Hardware Mutuals General Elee 
). He has ve as it member 
AMA’s Office Management Plan 


ouncil; as a director of National 


of New York fo he y “ar and 
J. Arthur Grundy, : sts manager, 


ny-sales pro i . Remington 


Office Management Assn., and as presi 


Office Executives Assn. of New 


OMAC Officers 


Paul Holly of Al 


Ine., is 


pres dent 


Aiwyn W. Ogden J. Arthur Grundy Office Man 
igement Assn. of 

Kand, Ine., M ected executive Chicago. Alvin » ie 
president Rudolph Lang, managing d V osskuhler. Inter 


reetor of the Nat ay iness Show, national Harvester 


as | te t< ‘ ns . ve ort 
i elects » | r ! o.. 


as secretary ar : , National ’ d t 


Board of Y.M.t Ss, wi eleeted trens la ‘ 
R \nderson,, Paul Holly 
urer, Martin Carter, associate pro . Alexander & 


‘ 
\ 


essor of ndustria relations and mar nd vies president Vernon ¢ 


2nd 
agement, New York University, and A. ‘Is, First National fank of Chicago, 
urlington Mills Corp., was reelected treasure! George <A 

board of direetors for Roubik continues as secretary. Direc 

tors are Marlen R. Loehrke, Foote, Cone 

« Jelding: Robert W. Revnolds, Blue 

AMA Executives Cross-Blue Shield: Albert J. Escher, 
Lawrence A. Appley, president, Amer (herry-Burrell Corp.; John R. Crowley, 
ican Management Assn., announced the Hotpoint Co., Carmen <A. Cerrone, A. 
election of Kenneth B. Ehlers, formerly B. Dicek Co.: Riehard G. McAdam, Bell 
controller of AMA, its secretary. Mr. Savings & Loan Assn.; L. R. Chase, 


Khiers will , Jan QO. Rie Johnson & Johnson: George M. Bowlus, 


Hi 
h 


vice president ai al manager. He Continental Insurance Co. of N. Y.; G 
was succeeded a ontroller by Charles Allan Julin, Chicago Title & Trust Co.; 
M. Skade, form Vv assistant controller L. V. Smith, Pure Ojl Co.: Jack ¢ 
of S. H. Kress Mr. Ehlers came Stachle, Aldens, In« 
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Count BOTH and 1,001 
Other Items with 


VARY-TALLY 


Multiple-Unit Reset Counter 


To know WHICH products, styles, sizes or fla 
“hot” and WHICH are dragging thei 
COUNT! Whether you are a manufac 
turer or merchant, distributor or dealer Vary 
Tallies can tell you quickly How Many of What 
Where and When Now as against Last Year 
Last Month or Yesterday. Traffic engineers, esti 


vors are 
feet 


mators, laboratories, warehouses, offices, restau 
rants, mail and phone order departments, payrol! 
people and many others find keeping score is no 
chore with a Vary-Tally. What do you wan 


to count? Write for news sheet and prices 


zreenville, S 
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How to tell a 
"Better Mouse Trap. 





from a : 
" Profit Trap 


Compactly set up on stands in tiers, the Vary- Tally 
can be supplied in any of 66 combinations 
up to 6 banks high ond 12 units wide with a 


minimum of 2 units wide. Also single units 





e! 
from 
Hold 


Centered 


Readable 
Angle 
Always Distribute 
Window FE venl 


nly 


asily 
Any 


figures 


Unite Can be Rotated 
a Car, 


Wear 


like Tires or 


in 
No Glare 
* 


Above 


Individual Tag 
Each ¢ 
Window 


rrosior labs 


@ Kasily Portabl ounter 
Not Strip 
@ All Parts C: 
Kesistan 

Veeder- Root 


yin} 


« 
@ Separate ounting t 


Cjual 
ery Part 











) VEEDER-ROOT INC. 


HARTFORD 2, CONNECTICUT 


+ . Dundee, Scot 





PRICES REDUCED AGAIN 


on commercial sizes of ““SCOTCH”’ Cellophane Tape 


MORE GOOD NEWS for tape users! Increased 
tape production capacity makes it possible to 
slash prices again on commercial sizes of 
“SCOTCH” Cellophane Tape. These new cuts 
mean you can now buy some sizes of this 
transparent, stick-at-a-touch tape for as much 
as 30% less than you paid only a year ago! 

SEE YOUR SUPPLIER now for bargain rolls 
of “SCOTCH” Brand Tape and 


handy tape-saving 
i 
7 


dispensers! 


The more tape we moke 


the less you pay for it! 


colophane Tepe, 


SWITCH TO THIS neater, cleaner method of sealing, hold- 


ing, mending—new price reductions make tape your 
economy buy! 


BRAND 


CELLOPHANE 
LN = 
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ASA Annual Meeting 


Statistical Assn. w 
115th 


siltmore, 


\merican 
commercial exhibits at its (Annual 
Hotel New 
Theme of the exhibits 
Methods in 


Companies 


Meeting in the 
York, Dee, 27-30. 
will be ‘‘New 


Statistics.’’ 


Preparing 
interested in 
exhibiting obtain information fron 
Warren L. Schriver, 
Assn., 10S 


ton 6, D. ¢ 


may 
American Statistical 
lth St., N. W Washing 
\pproximately 7,000 persons 
attend the 
held in 
profess) 


are expected to 
which will be 


Six other 


meetings 


conjunction with 


onal societies, 


Electronic Inventory System 


install at the 
Footwear «& 
Mass., the 
control 
This 


similar, in 


Teleregister Corp. will 
B. F. 
Plant, 
tronic 


Croodric h 
Watertow Hi, 


Flooring 


first elec 


inventory system in the 


rubber industry. Magnetronie In 


ventory Svstem 1s operating 


principles, to the RKeservis 
Airlines to 
The 


demand a 


Magnetron 


ors used by American handle 


Goodriel 


passe reservations, 
tabu 
differ 


hand 


s* ii] produce on 
lar deseription of the numerical 


ence between quantities on and 


orders for anv or all styles 
stocked by the 


yenerate 


committed 
company It will also 
permanent records of individ 
ual transactions, for 


card 


preparing punched 


Sunimaries for accounting or tore 


casting. The new system is expected to 


he in operation by January 1. 


Insurance Accountants’ Meeting 
The ‘3rd 


Insurance 


Annual Conference of the 
Assn. of 
held at the 


San 


Accountants San 
Francisco 


Palace 


will be 


Hotel, 


Sheraton 


Oct. 18. 


as | 


Francisco, 


TSA Officers 


Transcription Supervisors Assn. of New 
York installed the following officers last 
month: Theresa C, KE basco 
Services, Loretta 
Spacek, Bell Te lephone Laboratories, Ist 
vice president; Dorothy J. Quinn, Amer 


ifan Insurance Co,., 2nd vice president; 


Landquist, 


Inc., president; 


Tik Orrice 
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Lesko, Union Curbide 
corresponding secretary; L 
N. Covne, William Iselin & Co 
recording secretary; Marjorie M. Taylor, 
Rand Ine., Cath 
erine T. Fitzgerald, International Stand 
ard Electric 


Remington treasurer; 


Corp., assistant treasure! 


Computer Conference 


The Assn. for Machinery 
will hold its annual meeting at the Uni 
Philadelphia, 


wishing to present 


Computing 


versity of 

14-16. 
should 
tracts, not 

J. F. 


University of 


Pennsvivania, 
sept. Persons 


papers submit three copies of ab 
Prot 
Nash, Digital Computer Laboratory 


[llinois, | rbann, ‘hi... bv 


over v0) words, to 


J une LD. 


Furniture Service 

In the ten years since its 
Barkman, 
kquipment Service has repaired or 


steel fils 


founding 


by Julius Office 


Barkman 
ser 
SOO O00 
York metropolitan area, a 
Charles R. MeDermott, man 
services The 
scheduled 
The 


refinishing; = re 


iced Sone 
the New 


cording to 


drawers in 


ager of operations SCTViCE 


Is subscribed to on tt basis 
by many businesses, 
oftice 


sprays file cabinets, does re-upholstering 


large 


firm 


does 


furniture 


L. R. Chase, Wilbert E. Scheer and Charlotte 
Holland of Office Management Assn. of 
Chicago which won grand prize for the second 
year in the publicity contest of 

Office Management Assn 


Nationa! 








eee TT 
tee aioe ig kage 


L SORT 
has the ANSWER 


to your PROBLEM 





Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 





CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matier what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 
Let us demon- 
strate the advan- 
tages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 


Dept. 3, Sam Francisco 5, Calif. 





45 Second St 





Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


164 





' in i caster replacen ent 

r tor orked swivel eha rs 
Summer Computer Courses 

Wayne University Computation Lab 
oratol Detroit, offers the follow 
ing four courses: Electronic Computers 
June 6-11: Automate Data Processing, 
Sune 13-18; Mathematical Programming 
oft Management Problems June 20-25; 
Numerical Methods and Advanced Pro 
gramming Technique June 7-July 
he $12 r 
Annual June Dinner 

Records Management Assn. of New 
York w hold its annual June dinner 
at the Fifth Avenue Hotel, New York 
June | Marya Hudson will he 

stres mor Marshall Butler 
vill entertain at tl piano and Willard 
R. Espy of ‘* Readers’ Digest’’ will be 
the nes eat 





National Conference 
& Exhibit Calendar 


National Assn. of Cost Accountants, 
Waldorf-Astor Hote New York, 
June 19-2 

National Office Machine Dealers Assn., 
Denver, June 26-29 


American Assn. of Hospital Accountants, 


Indiana University, Bloomington, Ind 
July 10-15, 
National Secretaries Assn., Read House 


(Chattanooga, 


»* 


July 21-24. 





SPIRIT 


DUPLICATOR 





Write for information: 
The HEYER Corp., 1821 8. Kostner, Chicago 23, 11! | 
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3 poputar LABELING propucrs 


— —— PERMA-STIK, the self-adhesive tube or strip-like 
label holder that is now open on three sides for 
greater utility. It will hold a card many times 
its own width. Very easy to use 
FOR BINS AND SHELVES—Available in three sizes 
PS-/o '/o’’x6” 30c per ft. PS-34 34’’x6” 35c per ft. 

PS-| 1°' x 6"' 40c per ft. 











FOR RING BINDERS 
Smooth finished, durable metal construction 


celluloid window protects and keeps tabel clean 
Neat uniform appearance—iasts indefinitely 
80-1! for 1” Ring Books 25¢ each 


‘ 


$0-1'2 for t'2" Ring Books 30c¢ $0-2 for 2” Ring Books 35 


SLIP-ON LABEL HOLDERS —_—\ 
ji 











FOR POST BINDERS 
There is a Vinyl Plastic Label Holder for every type 
of open back binder. Will not warp or curl—made to 
Slip-On any size post 
PBS—'/,"" x 2'/," $0.20 each 
PBM—I"* x 2!/2" 25 each 
PBL—2" x 2'/2" 30 each 
OFFICE PRODUCTS, INC. 
9920 Freeland Ave. Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty 
171 2nd St., San Francisco 5 











Your paperwork problems with an integrated 
management service. A plan that offers all 
or any one of the following services to assure 
your company timely quality paperwork at 
minimum costs: 


PAPERWORK MANAGEMENT AND WORK SIMPLIFICATION SEMINARS 


SYSTEMS FOR: Forms Control and Design 
Reports Control 
Correspondence Management 
Operating and Policy Manuals 
Mail and Files 
Streamlining Creation of Records 
Proper Use of Office Equipment and Space 
Disposing Non-Current Records 
Operating Record Depositories 


WRITE MILTON REITZFELD, PAPERWORK SPECIALIST® AT: 





2233 Baylis Avenue 
Elmont, New York 


Pie Ovrice —June, 1955 








Qijhits 


4-WAY SORTER 


For sorting all kinds 
of office papers prep 
aratory to final filing 
or posting. Can be 
used in four different 
ways — one side has 
alphabetical and daily 
leaves the other side, 
monthly and numeri- 
cal 





The Sorter is only 4° 
wide and light-weight 





A Desk 
Rack is 


made of hammertone available, 
finished aluminum with to affix 
spring aluminum alloy Pa 
leaves and rubber feet te a desk 
STYLE SIZE LENGTH WEIGHT 

L-3! Letters 28"" 24 o2 

C-3) Cards, Checks 2” 18 oz. 

C-2) Checks 16"’ 12 o7. 
if your dealer doesnt have the Amfile Sorter ir 
stock, send his name and we'll see that you are 


suppiieco promptly 
Write for lilustrated circular 








Systems 

AMBERG FILE & INDEX CO. | Sorting 
Filing Specialti j 1868 . 

1601 DUANE BLVD.. KANKAKEE, ILL. Service 


TYPEWRITERS 
ALL MAKES 


id 


ee ae Fava) 
cami Sat, 


REGALRITE BRAND 
RIBBONS AND CARBONS 


7 | 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Pro.en—Best by Test—Best for Less 


» 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N. Y 
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MASKING and 
SET UP TIME 





ante BASE LINE 


MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


For MULTILITHS 
= No. 1200, 1300, 50 
<=> DAVIDSON No. 221 


a 














NOW mask negatives 
in two minutes, pre-setting the 
plate image within %” of correct position! It’s 
easy with the precision-ruled Base Line MAsk- 
1nG Sueet! Slashes press set-up time, boosts 
output, cuts costs! Hundreds of users, coast to 
coast. WRITE for free samples, mentioning 
make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash 








"Sure, I can refill it! The iswin 1-for-All refill 
fits almost any ball point pen!” 













© REDUCES A ror-aig 
INVENTORY Ref jf] *» 

e PACKAGED | {fff 
6 WAYS 


Fits Most Ball Point 
Pens! 











Order froim 
YOUR STATIONER 


| ioe 2 
| We. Co, Res 


[ Your Bo Pe, 


he FISHER PEN COMPANY 
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(Continued from page 164) 
Assn. for Computing Machinery, Uni 


versity of Pennsylvania, Philadelphia, 
Sept. 14-16. 

National Stationery & Office Equipment 
Assn., Conrad Hilton 
Oct. 1-5. 

National Assn. of Bank Auditors & Con- 
trollers, Denver, Oct. 10-13. 

Systems & Procedures Assn. of America, 
Sheraton-Cadillac Hotel, Detroit, Oct. 
10-12. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 16-19. 

National Business Show, 6%th & 
Regiment New York, 
24-28, 

Insurance Accountants Assn., Shoreham 
Hotel, Washington, D. C., 

National Business Forms 
Edgewater Gulf Hotel, 
Park, Miss., Oct. 28-Nov. 3 

Controllers Institute of America, Statler 
Hotel, Los Angeles, Nov. 6-9. 

American Statistical Assn., 
Hotel, New York, Dee. 


Hotel, Chicago, 


7 Ist 


Armories, Oct. 


Oct. 26-28. 
Associates, 
Edgewater 


Biltn ore 


A Fully Automatic 
Copyholder 


for a. Ul. ‘. 


plus 59c F.E.T. 


Compare for 
Convenience, Cost 
and Construction 


with ANY copyholder on the market! 


Every typist can do better work with her 
own copyholder. Speed-Spacer is fully and 
accurately adjustable for automatic spacing 
from zero to %”. It takes steno books and 
sheets up to 9” x 12”. Made of heavy gauge 
steel for years of trouble-free service. No 
installation required. See it at your dealer 
or write to SPEED-SPACER CO., 221 
Greenwich St., New York 13, N. Y 

POPLPLOP POP OPI OPPO POCPOROODOCOCOOOS 
Tit 
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me 


e 
PINK PLASTIC 
PUTTY... 


thet pulls the dirt out of type 
writer type rather than washing 
it into the machine 


“latten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi 
nal pyramid shape 
é 
NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 
To moke neot erasures— just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
ee oo 
BALTIMORE 12,MARYLAND 





the Industry 





Burroughs to Acquire Todd 
Todd 


joint 


Burroughs Cory will acquire 


acecordil to plans announced 


Johr Ss. Coleman, president of 


George L 


Although ft 
panies are not con 
ror many years 
the Same custon 
proposed pian of reor 
Todd Co. will be 


operating subsidiary of 


i 


7Zation, eonducted 
Jurroughs 
sales and 


Tp with its own research, 


manufacturing organization. Present 


officers, management and personnel of 
continue in their 
their joint 
the presidents of the two companies said, 


field of au 


odd will present 


capacities. In statement, 
‘In the rapidly evolving 


data of s ny 


* 


Surroughs Corp. 
made in portant ad 
but closely relate 
will undoubted]: 
o serve busines 
ll thus contribut: 


growth.’’ 


Pitney-Bowes’ New Buildings 


An $800,000 building program at its 
offices was an 
nounced by Walter 
H. Wheeler .J1 reported that 


eonstruetion Ss mi heduled to 


Stamford plant and 


Pitney-Bowes, Ine. 
president, 
start on a 
service and 


new S400 000, two-story 


varehouse building of 50,000 sq. ft. The 


rogram also includes construction of a 


$400,000, four-story connecting wing t 
’ , 


ford nadditior office space 


Bryon Weston Co. President 


At a meeting of 
the board of di 
rectors of 
Weston Co., 


Crane was 


syron 
Robert 
electe 
president ol th: 
eompany Mr. 


Crane came with 
the organization 
1929 as 

salesman in New 
York. For the next 


traveled 


sATLY in 
Robert Crane 
eleven 
the { 
1940 he 


manager 


throughout 
same capacity. In 
ealled to 


During the 


Dalton as 
sales 


following 


vears, he serve as a director, secretary. 


vice president and, since 1954, as execu 


tive vice president in charge of the 
Weston Co. has 


paper for 


company. Byron been 


manufacturing § fine business 


ords since 186 


Borroughs Sales Manager 


announced by 

‘ Bennett, 
general manager. 
Mr. Naskala’s wide 
background in the 
stee| shelving and 

office 

fields 
mportant 


sales of both the 


tac! farni Elmer W. Niskala 
highly 


post, 


ture qualifies him for his 


where he will direct 
steel shelving and office 
furniture divisions. Starting with the old 


Van Dorn Iron Works of Cleveland in 
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[\GG@-Binding 


HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 


*Acco-bound papers are safe papers”. 
Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They'll save time, temper, money. They'll bring you 


security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
. cca Pace aah 
(74 (A Me — 


ACCO FASTENER 
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Lithographed Tabuylating Forms — Whether you use a Custom 
form to your own specifications or one of the 29 Stock tab forms, 
you can be sure the Hano form will write faster, work easier, and 


look better . . . Hano Litho quality is the answer to your tab form 
problems. 





Better Snap-a-Part Forms — For hand-writes or machine-writes, 
there is a Hano Snap-a-Part for every need. Made in individual 
sets with the finest Hano one-time carbons, a Hano form guaran- 
tees accurate registration, fine printing and the features for a 
satisfactory time-saving installation. Three general styles insure 
maximum efficiency at minimum cost. 





For Continvous Form Speed — Stop “shuffling” forms and 
carbon papers, utilize the speed of continuous forms plus the 
sureness of one-time carbons with Hano Continuous Carbon 
Interleaved Forms for unusual flexibility to any billing or multi- 
ple-copy form typing operation. Sizes for every need. 


Registers and Forms for Every Need — Hano Register forms 
are better working, better looking forms lithographed on 
eight standard colors of good register bond . . . special pur- 
pose papers also available. Sizes, types, colored inks and 
other special features for individual requirements. No more 
“lost’’ copies plague your records with Hano new Universal 
desk style or Aluminum Portable Registers. 


NCR, TRANSLUCENTS, AND SUPER-COPY PAPERS ALSO AVAILABLE 
MANIFOLD PRINTERS SINCE 1888. 
General and Sales Offices: HOLYOKE, MASS. Branch Plant: MT. OLIVE, ILL. 


PHILIP 


INC 
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1926, he 
design to sales. In 
Mfg. Co., 


compa ny 


served ili many Capacities, trom 
1929 he transferred 
Canton, Ohio, 


to serger 
that 


fice furniture, 


when 
purchased Van Dorn’s of 
locker steel 
later with 
1945, he joined 
Equipment Co., and 
branch sales manager at Pittsburgh until 
1954 


and shelving 


division, and served their 


Cleveland branch. In 


Interior Steel was 


when he joined Borroughs. 
New Coxhead Director 

The stockholders 
of Ralph Cc. 


head ¢ orp., at their 


(‘ox 
annual meeting, 
eleeted the 


pany 


com 
’s general sales 
manager, J. J. Op 
board 
of directors. Mr 


Oppasser has 


passer, to 1ts 


been 


associated with the 


J. J. Oppasser 
corporation To! 


more than 25 years beginning as a 


suilesman with the Vari-Typer division. 
Head Kee Lox Sales 

Hellebush Jr., has 
general 


Dovlk is 


Charles K. been 


ippointed sales and 
J. Carroll 


sales 


Manager 
assistant general 
for Kee Lox Mfg. Co. 
sold through 2 
offices in the U. S. in 


manager 
whose products are 
addition 
to foreign outlets. Mr. Hellebush started 
with Kee Lo n 1935 that 
! was with the RK. H. Maev & Co. in 
York, He was appointed 


manager ot 


branch 


Prior to 
New district 
1938S and 
branch 
1954 he 
directors, Mr. 
Kee Lox in 1921 as 


sules Kee Loy in 


has recently been in charge of 


office sales in the east. In 
elected to the 
Dovle 
um resident 
1923 
Baltimore 
district 


Was 
board of 
went with 
salesman in Baltimore. In 
manager of the 
Three 


over southern 


he was appointed 


office. years later, 


manager branches 


and in 1938 district sales manager over 


western branches. In 
Dovle has 
of all 


recent years Mr. 


directing sales 


Roches 


assisted in 


Kee Lox produets fron 
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G-F Executives 
The 


Fireproofing Co. 


board of directors § of General 


announced the follow 
Walter 
formerly president, became chairman of 
the board. Edward A. 


Ist vice president, is 


ing managerial changes. Bender, 


Purnell, formerly 


now president 


Walter Bender Edward A. Purnell 


Other 


vice 


officers are Alfred J. Ball, Ist 
Donald W Met ure, 


in ¢ harge ot 


president; 
vice president 
K. Phillips, secretary 
Melvin F. Ogram, 
and 


sales; David 
and treasurer: 
“assistant secretary 


B. Me 


operat Ions; 


assistant treasurer. Leon 
Carthy is 
Alfred H. 
John <A. Saunders, 
Lawrence W., 
Fred W. Rowits 
Harold H 


vertising and sales eduen 


vice president 


Anderson, factory manager; 


manager furniture 


Miller, Mmanayver 


~ 


dealer sales: 


anager 


eontract sales: Suender, 


gel nly 


mana 


tion, 


David Kahn’s 80th Birthday 


pen ndustry 
chairman 

board ot Davis 
Kahn, Ine Nort! 
gergen, N. J., mak 
Wearever 
Mechani 
eal Pencils, 
brated his 


event 


ers ot 
Pens and 


cele 


David Kahn 
birthday. The 
by 4 family 
cluded Mr. 
children 


80th 
was signalized 
gathering which iy 
Kahn’s children, his grand 


vrandch rer Mii 


and great 


171 





Underwood Corp. has consolidated its St. Paul branch office with the Minneapolis regional 

office to provide better sales and service in the Twin Cities. Both offices are in a modern 

one-story building at 461! East Lake St., midway on one of the three main arteries connecting 
Minneapolis and St. Paul. Regional manager is S. B. Hammond. 


Kahs one of the pioneers in the mass avy Cesco ituloys offer several thou 
production of quality writing instru sand different items in binders, visible 
ments and is responsible for many devel record and machine posting equipment. 
opments and innovations which = are Mr. Sheppard continues actively at work 
standard in the industry today. Still as mostly on new product development and 
tive in company affairs, he busvs hin axles promotion programs. 
self daily in new design work. A nun 
ber of Wearever products introduced Show Space Selling Faster 
this year bear his unmistakable stamp Space for this year’s National Busi 
ness Show in New York’s 69th and 
C. E. Sheppard Anniversary 7ist Regiment Armories Oct, 24-28, is 
On May 20, C. E. Sheppard Co., Long 85% sold according to Rudolph Lang 
Island City, N. Y., celebrated the com managing director. Sales are running 
pany’s 55th anniversary and the 80th 20% ahead of last year at the same 
birthday of its founder, Charles kK. Shep time. Mr. Lang pointed out that the 
pard who is chairman of the board At show was being held approximately a 
a company party, bonuses and pins were month later than last vear He said, 
resented to Os employees with five or ae nf we were forced to hold 
nore ‘ars of service, The firm which the 1OW i Jute September and = ran 
the Tengwall Woodback ite olids . heat waves and home 
d its lines until to runs ‘ eles the show brought 


A housewarming will be held June || by the Denison, Texas, branch plant of Arthur J. Gavrin 

Press, Inc., between noon and 5 p.m. All commercial printing and forms dealers in the Texas, 

Oklahoma and Arkansas areas are invited. Abraham Waroff is plant manager and Kurt Ellen- 
bogen is office manager. James Briggs is Denison-Sherman representative. 
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When competition gets keen. . 
ers compare . 
product! 


. when buy- 
.. sales depend on quality of 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: Elizabeth & Spotswood, N 


LARGEST SPECIALIZED PAPER 
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J. 


SCHWEITZER, 


LABORATORIES 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 


Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N 


IN THE UNITED STATES 





Youll want to 


tile solesmah [ 


When your Stationer’s Salesman calls to 
demonstrate PEERLESS IMPERIAL 


MVAL— LIME 


CARBON PAPER 


—when he shows you how the punch holes 
at the top and bottom of the uncoated ex- 
tension edge pre- 
vents you typing 
too far down on 
the page — you'll 
want to kiss him. 
If you're fed up 
with staying after 
5S o'clock to re 
type letters get 
FinaL-Line. Don't wait for the Salesman 
—call your dealer or write to us for free 


test sheets. 


PEERLESS IMPERIAL CO., Inc. 


senera balla elite Meas lalcla’y 
36 Peerless Place, Newark 5,New Jersey 


Offic 5 0 Fror 


| 


visitors from all parts of 
More than 25,000 of them 


over 88.000 
the country. 
ame from outside the city area. We 
from 41 states and 45 
With the show back 


October 


{ 
had registrants 
f 


oreign countries, 
in its traditional spot, we ex- 
pect interest to be broader than ever. 
The national show em 
phasizes more than ever that New York 
Citv is the 
nation, It 


of the 


impact of the 
management center of the 
is, consequently, the center 
equipment, machine and 
supply field.’’ The Office 
Assn., sponsor of the National Business 
purchas 


office 


Executives 


survey of 
ng practices in the office 
field. findings indieate that 


firms 


Show, is making a 
equipment 
Preliminary 
with multi-plant and office opera 
tions often directed purchases from New 
York City headquarters. In cases where 
buying is done locally for one reason 
or another, purchases many times depend 
upon methods research New 


York, Mr. Lang stated 


done in 


Schofield Joins Faber-Castell 
Charles H. Wver, manager, A. 
W. Faber-Castell Pencil Co., 

nounced that John Schofield has joined 


sales 


Ine., an 


the sales force to cover the southeastern 
territory Atlanta. 
He will F'la., 
Ala. and eastern Tenn. He has had ten 
field, 


with headquarters at 


eover’r N. i= ». Cn. Ga., 
ars experience 1! the stationery 
mostly with Carter’s Ink Co 


Triad Contest Winners 


Winners of the 
eontest 


April ‘fCan You Re 
conducted by Grove 
THE OFFICE May 
by William C. 
Newsom, sales manager: Miss Loy, Kud 
Detroit: M. J. 
Detroit; Eleanor 
Shop, Hicksville, 


DeGeguire, 


ember’? 
ton Papers Co, in 
announced 


4aZine, were 


ner Agency, Donghue, 
Graybar Eleetrie Co., 
MeCoy, Lee’s Letter 
yw. ¥.; Mrs. B. N. Union 
Bag & Paper Falls, N. 
- This contest consists of an ad ap- 


Corp., Hudson 


pearing alternate months in which the 


name Triad is prominently displayed. 


If the reader remembers the name when 
on the phone, thes 


he or she is enalled 
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New Sot 
stated, ‘‘It has been a gratifying ex 
perience indeed, to talk with the users 
of Triad, and to note the enthusiasm they 
express for our product.’’ 


receive a check for $10 Mr. 


Facit Appoints McIntosh 


Stewart B. Me 
Intosh has been ap 
pointed southeast 
ern dealer-manager 
for Facit, Ine., 
was announced b: 
Erik A. Ohlsson, 
president of the 
firm which acts as 
U. SS. distributor 
Stewart B. Mcintosh of Facit calculators, 
Odhner adding ma 
chines and Halda typewriters. Mr. Me 
Intosh’s sales territory will include Ala., 
Ga., Fla., N. C., 8S. C., Ky., and east 
ern Tenn. He has had extensive experi 
ence in the calculating and figuring ma 
chine field. 


Christopher Joins Hano 


Barton P. Christopher has joined the 
sales department of Philip Hano Co., 
Holyoke, Mass., manufacturers of print 
ed business systems, according to Nor 
man L. Hanna, general sales manager. 
Mr. Christopher was formerly with 8. C. 
Toof & Co., Memphis, as manager of 
their forms systems department. Mr. 
Hanna said: ‘‘ We believe that Mr. Chris 
topher’s experience in our field plus the 
fact that he has worked closely with us 
for the past five years, will be a great 
help in our present sales expansion pro 
gram. 


Friden Sales Leaders 


Fiesta de los Conquistadores, Friden 
Caleulating Machine Company’s annual 
sales convention, brought more than 
200 top producing sales representatives 
to Del Monte Pebble Beach, 
Calif., May 2-7 for a program of business 
sessions and recreational activities. All 
attending recorded outstanding sales ac 


Lodge, 
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TAG ADDRESSING 


LABEL ADDRESSING cf 
hat 


PRINTS POSTCARDS Ex 
ia 5 A % ‘ 


PACKAGE MARKING 
with “‘Form-Cut’’ Stencil 


All this and more with the ORIGINAL 
Hand Stamp Stencil Duplicator. At Of- 
fice or Shipping Room Supply Dealers. 








ULTISTAMP 


STENCIL DUPLICATOR ff 


MANUFACTURED ONLY BY THE MULTISTAMP CO 











NORFOLK, VIRGINIA 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Grake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the tadder the rub- 
ber cushioned legs rest on 
the floor and prevent roiling. 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


TreRh 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, tii. 











MANUFACTURERS OF DURALUMINUM 


HOLDERS oso 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 


: for 
= Best Results 
Akbsins and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact yeur Local Typewriter Dealer 











@ Book KeEePinc 
@ CALCULATING 
@ ACCOUNTING 


Conditioned. Write for 
current prices 


450 BROAUWAY. NEW YORK 13, N.Y. 


Since 1927 WO 4-1240 ¢ cable Hodgmac h 


DUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E EVERGREEN ST MT. PROSPECT, ILL 


=} ents og } 
participated n their fifth 
for the fourth time 


Monroe Sales Divisions 
nization of its sales terri 
Machine Co. 


managers, 


In a reorga 
tories, Monroe Caleulating 
ed three new division 
announced by Monroe’ 

van Michael F. 
s named central 
arles A. Holaday, southwestern 
anager, and Robert A. Winans, 
division. Mr 


s president 
Heffer 


man 


Salli 


division 


anuger of the 
Heffernan, wl n branch manager 
at the Tulsa office sinee 1943 
headquarters at Monroe’ 
fro ! 


eastern 
o has bee 
. will have 
s 4 hieng 
ch he V1 ip se oS 
an er branches in the middle west. 
Mr. Holaday will remain at San At 

where he has 
years, and will 
in the southwest. Mr. 
who 1O ned Monros in 
Brooklyn with 


19 branches in the new eastern 


o office, 


sales 


branch man 
head 20 
Winans, 


1929, will be sta 


been 

tor nine 
branches 
tions ut jurisdiction over 


division 


New in Carbons & Ribbons 


The A. B. C. Ribbon & ¢ 
has been established with 
Klizabeth, N. J.. and offices at 
way, New York 7. The firn 
if experienced men in the 


arbon Cor} 
factory at 

21 Broad 
s comprised 


ndustry in 


Harold W. Clopp (second from left), Trenton, 

N. J., Brand Name Retailer-of-the-Year. Run- 

ners-up were Joseph T. Kilpatrick of Carithers- 

Wallace-Courtenay, Inc., Atlanta; Richard J. 

Feffer of Business Equipment Corp., Boston, 
and George A. Baker, Elyria, Ohio. 
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Folk, 
president and 


Frank 


treas 


cluding 


Murray 
Kretchmer, 


president; 
vice 

urer; Thomas Lee, 
Wallach, secretary, 
of sales and Mr. 
production at the factory. 


vice president; Robert 
Mr. Folk is in charge 
Kretchmer supervises 
The company 
markets its products through the trade. 


Columbia Export Manager 


Columbia Ribbon 
& Carbon Mfg. Co., 
announced = the ap 
pointment of Her 
mann Lutz as e 
port manager. Mr. 
Lutz joined Colun 
bia as assistunt ¢ 
port nanage! nN 
1934 and has served 

that capacity up 
to his 
motion. Formerly he traveled around the 
world for W. A. Sheaffer Pen Co. as 


assistant munager, 


Hermann Lutz 
recent pro 


export During his 
issociation with Columbia, Mr. 


utilized his 


Lutz has 


intimate knowledge of the 


office supply and stationery field to in 
troduce 
offset 


establishing, maintaining and servi 


Columbia’s ribbon, carbon, and 


products throughout the world, 


cing 


retail outlets. 


Peirce Sales Manager 


Charles P. 
Dictation 
the appointment of T. FE. 


Peiree, president of Peire: 


Svstems, Chicago, announced 
Rietesel as 
Promoted 
with the 


Rietesel has 


sales manager from sales 


promotion manager Peirce or 


ganization, Mr. been con 


nected with sales and sales promo 


work for many vears and was associs 


el previously with QOutdour \ 


\ssn. a8 manager of the lo 


development department. Hi 


vote his attention to the de velopment 


of the Peirce distributor and dealer o1 


vyanizations throughout the country, an 


activity which in the past several 


months has resulted in setting up ot 


distributors and dealers in many cities 
in areas not 


the Peiree 


previously represented in 


sales picture He will help 





vy SPECIAL OFFER! 


Two Leading German 


Office Equipment 
Journals, at reduced 
combination rate! 


“*BUEROMARKT"’ (Office Market) genera! 
guide, semi monthly, printed in GERMAN $6.30 
‘DAS RATIONELLE BUERO' (The 
Office) monthly, printed in GERMAN 


Rational 


$9.55 


combined only $13.00 


These vital Trade Jour- 
nals keep you up-to- 
date with the 
Appliance market. 
or advertising 
Representatives: 


ATLANTIC SERVICE AGENCY 
136 Liberty St. e New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN 


Annually 
Postfree 
German — European Office 
In regard to subscriptions 
rates contact our American 





Aachen, Germany 





A fine tow cost spirit duplicator only 
$74.50 plus $4.47 tax complete wtih free 
supplies. Prints post card to legal size 
8'/2 x 14 in from 1 to 5 colors at one time 
40 to 60 copies per minute. Prints with 
out ink and over 300 copies from one 
master. Also supplies fluid—stencils 
masters—colored carbon paper—printed 
masters—stainiess masters 


Write For Free Booklet 


SPEEDLINER COMPANY 


4404 N. Ravenswood Ave. Chicago 40, Ill. 
LOngbeach 1-3938 











THe Orrice—June, 1955 


Sea ty ee 





Peirce dealer “af agaistributors in tf I Weber Representative 
ocal sales rograms and in factors 
; t r 6 , Promotion of Donald Leech to district 
operative anning . ’ 
P = ales representative for Weber Marking 
. Systems, Div feber Ac sssing Ma- 
Plus Appointments em , Div. of Weber Addressing ‘ 
chine Co., in the Milwaukee area, was 
? ¢ "y »side lus Com . 
H. R. Mathie u, preside nt, Plu om announced by C. E. Ritter, general sales 
puting Machines, Ine., announced the manager Mr. Leech, who formerly rep 
lowing app ents: ; onald ‘ , ‘ , 
SOOWING appointments: E. Donal resented Weber on Chicago’s north side, 
Klein, manager, Mountain States, with will handle the company’s complete line. 
offices in Denver; C. B. Moore, manager, Hie addreas is 21434 8. 18th St. Mil 
Cincinnati area; William Buell, manager, enon 45 
Detroit area; Robert Darling, manager, 
M lwaukes area replacing Mr. Suc lI. 


Round-the-World Trip 


Franklin E. Rising Jr., Bankers Bo» 


For Codo on West Coast Company’s west seid representative, is 

\ change in west coast representa aking a round-the-world trip by air 
tives was announced by Codo Mfg. to contact leading office equipment dis 
Corp Moving from the Minneapolis tributors in every major country. He 
territory, Charles J. Cordray will handle left Los Angeles April 12 for Honolulu. 
similar sales and service functions for On th leg of the journey he was accom 
the west coast with headquarters 1n Los panied by H, L. Fellowes, chairman of 
(Angeles. He has a background of more the board of Bankers Box Co. On July 
than seven years with Codo and pre IS Mr. Rising will return. In his absence 
vious experience in carbon papers and Willis Clark will contact domestie trade 


ribbons. He is a native Californian. in his territory 





ip! ‘e@ 
UW en Be 


ACCURATE DEPENDABLE 











AJAX TIME STAMP CO., INC. 


Manufacturers 368 BROADWAY, NEW YORK 13, N. Y. 
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Metaleraft Appoints Hitchcock | m 
Harry W. Hitchcock has been appoint 
ed district sales manager for Metalcraft, 
Just one out of 
more than 3,000 


EBERMARD FABER 


products people 


Ince., in Minnesota, Iowa, Nebraska 
North Dakota and South Dakota it was 
Weiseth, president 


of the Mason City, Lowa nameplate man 


announced by E, I. 


ufacturing firm whose products are sold 
under the tradenames of 
Serially Numbered Autographs and 
Numbergraphs. Mr. Hitchcock, who 
makes his headquarters at 5312 York 
Ave. South, Minneapolis, 
Metalcraft sales 
1951. 


Autographs, 


has been ft 


representative sInee 


Harvey Rockwell Retires 

Harvey P. Rockwell, vice 
in charge of wholesale sales, 
& Erbe Mfg. Co., 


51 vears of service to the company and 


president 
\ awinAan 
retired April 30 after 


the industry. At a dinner in his honor, 
Charles W. 


president, wits host. 


Schreiber, executive vice 
Master of cere 
monies was Donald 
of ag 
ented by Douglas W. 
lent; Charles G, Stiles, district manager 
of N,. Y. State: and Frank A. Kraft, 


Buffalo branch manager. 


Swan, mig 
enev-dealer sales Gifts were pre 


Gambrill, presi 


Arrow Fastener Co. received a Nationa! 
Variety Packaging award for this stapler pack- 
age designed by Edward Sigler Advertising. 
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ae <> EBERNARD (Pink Peart 


ae fete) 


SOFT PENCIL 
ERASER 


Pink Pearl is America’s most 
famous pencil eraser—a soft 
and pliable eraser of obvious 
quality. Available in new 
paper-wrapped stick shape as 
well as in standard shape. 
Pink Pearl erases completely, 
cleans as it erases. Won't 
smudge or damage paper. The 
eraser for every office, school, 
studio and home desk. 
Trademarks Reg. U.S. Pat. Off 





Since 1849 


gy EDERHARD 


) \ puts its quality 
] in writing 


NEW YORK + TORONTO 





Sales Planning Director 


A ppo ntment of 
Joseph Grenster 
sales plas ning 

for Charles 

ny “oOo, Was an 
by Herbert 
runing, pres 


Mr. 


to Bruning 


Crenster 


Cleveland 
300z, Allen 
Hamilton, where 
consultant. He 
Club Alun 
Roe & 


lice of 

Joseph Genster 
arketing 

nur 


Farn 


i new construc 
at Meilink 
completed ac 


Akers, 


ied Tor 


president, 


phase 


eneeninetiens ir 
[ PAYMASTER || 


ta 
|| 








PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck Outlook"’ Envelopes are absolutely 
opaque, essential when wages are paid by check 
Nothing shows but the employee's name. This im 
proves personne! relations 

Send us check you now use and we will submit 
sample Paycheck ‘‘Outiook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelope: 


Ww . 





1948 when 
welding and 
In 1953. a 
nsulated file 

$900 sq. ft. 

ase involved re 
for tool, 


storage 
two-story 
assem 
were con 
punch 
ing departments. 
eonstruction 
11,000 Sq. ft. to 


new 


1 painting 


depart 
tie-in with the conv eyvor 
insulated file assembly 
ial building of the 


is cor plete, Mr. 


100, 
Akers 
anufacturing systen 
1. Meilink 

ities at 


Mich 


also has 


manufacturing faci sellevue, 


Ohio, and Flat Rock 
Distribute Swedish Staplers 

Appointment of Engineering 
Calif., as 


Swedish 


Tubin 
Cohasset, Burbank, 
sub-distribi 


and Seco 


GOH 
itors o! 


etapl rs, Was 40 


GEO. ZUREWICH BILL BARRER 


” g L > 4s 
4 Ra 
from all of us at 


INTERNATIONAL OFFICE APPLIANCES, INC, 


INTERNATIONAI 


all over the world with 


has always sup- 
plied dealers 
quality merchandise for over 35 years 
REBUILT & SELECT ROUGH 
OFFICE MACHINES 
LOW PRICES — HIGHEST QUALITY 
Large stock of all types of machines 
Write for Also 
addressing & duplicating equipment 


(A available price list 


CULATO 
/ 


mil 


Cable address: ADDBOOKAL. 


INTERNATIONAL 
OFFICE APPLIANCES, INC. 


326 BROADWAY NEW YORK 7, N.Y 
HAnover 2-6700 


i 
i 
BOOKKEEPING 
MACHINE 
— 
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Products Corp., Los 
Mike 
MmAnAyer | 


ow} va) o ‘ a 
king neering and 


nouneed by Tippa 
distributors, 


and 


national 
heads the 
department of 


\ngeles, 
Leishen sules 
Tubin 

cnles 


plans to continue a poliey oft 


rectly to dealers under his personal su 


pery ISs1OnNn, 


Royal McBee Appointment 

Herbert White, formerly 
office supervisor of 
York, 


Corp. 


representat ve 
Me Bee 


transferred to 


(0. n 


Roval 


and 
New 
\MeBe ( 


iuiportant assignment in the 


has 


where he takes oy 


und procedures department. 


3M Promotes Woodrow 
David M. Woodrow to 


sales supervisor, duplicating products di 
Minnesota 


Promotion ot 


vision, was announced by 
Mining & Mfg. Co. He 
duplicating products sales in 
the 3M_ branch 
Cincinnati, Detroit and 
Dallas, 


continue to make } 


will 


Supervise 
areas COV 
ered by omees in 


land and Grand 


Rapids, St. Louis, Chieago and 
St. aul; and 
headquarters in Chieago. 


Engel Joins G.B.W. 

William Reeht, president of 
Berger & Wirth, Ine., 
Adolph Engel has 
Zution, Mr 


(raet jens, 
announced that 
G.B.W. 
kingel was for 


Hel] 


oiled the 


snles organ 


merly Vice president ot 


Charles 
muth Printing Ink Corp., | 


there for 38S years, 


Counter card, which tied-in with a window 

unit, held test-typing sheets to allow dealers’ 

customers to try the R. C. Allen VisOmatic 
Typewriter. 
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WANTED 


25 LOST HOURS! 


Proven surveys with national concerns and 
Government agencies indicate that your typists 
might be giving you 15 hours of productive 
work per week while you pay for 40 hours 
What happens to the other 25 hours? 





DON’T BLAME THE GIRLS! 
They are working under the “head- 
swinging” handicap. Reading speed 
cannot be maintained. Words or 
lines are often omitted or dupli 
cated, resulting in retyping. Eye 
strain causes fatigue, resulting in 
decreased typing efficiency. 
Increase your typists’ efficiency and 
cut office costs with Pres-to-line, the 
world’s finest Copyholder. Finest 
because... ONLY PRES-TO-LINE 
@ Becomes a part of the typewriter 
@ Easily folds over typewriter, to 
store into most typing desks 
Offers instant fingertip spacing or 
foot-actuated spacing. 
Adjusts up and down and for- 
ward, and tilts for light reflection 
Comes in colors to match all 
typewriters 
Write for illustrated literature and 
name of local distributor 


PRES-TO-LINE 


CORP. OF AMERICA 
2339 Cotner Ave. * Los Angeles 64, California 











... a guide to 
businessmen, 
office executives and 





purchasing agents 





The basie principles of design and construction of busi 
ness forms, just published, illustrated with nearly 100 
charts, examples and pictures. The Manual of Business 
Forms points out the n any different varieties of forms 


available for use in business and industrial management. 


For the first time, all the tremendous number of 
available forms constructions are deseribed in a manne! 
which allows the reade hen the hest tvpe for a 
particular business ‘ , ime studies of forms 
processing operations are wed to efficiency fae 
tor figures in easy-to-read arts which pinpoint the 
basic advantages and disadvantages of each type of 
construction. In addition, there are chapters on ear 
bon paper, tags, envelopes and paper. Other chapters 
thoroughly eovel duplicated rorms, checks, pegboard 

forms, manifold 


forms, autographic registers, stock 
books, and many others. 


The Manual includes many pages of informative adver 
tising, providing a wide range of sources for the 
reader to use n selecting forms manufacturers and 
suppliers. 


MANUAL OF OFFICE PUBLICATIONS CO 


BUSINESS FORMS 
$2 a copy postpaid in U.S. 232 Madison Ave., New York 16 
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Eleven of the 12 top salesmen and servicemen in the nation for Clary Corp. with two home office 

executives at an award dinner banquet in Pasadena. L. to r. are Sidney Wexler, Richard 

Hayward, Harry Woodson, Lloyd Bridges, A. H. Baime, M. Jay Merrill, Hugh L. Clary, 

president; J. W. Stallings, general sales manager; Leroy Holdsworth, Mark Sherhart, Frank 
Holowell, Norman Leppo, Allen Wien. 


Wiig Sachin obcome TOP TEN DEALERS 


trip at the Chicago *W. JOHNSON ss * R. STANFORD. —s * A. WATERMAN 
plant. L. to r. are * J. ROMANO + D. STREHLOW * S. GIBSON 
Mark McGillis * M. ROMANO om Pnovoer. * A. RUCKER 
Breese Provost, Don 


man, Sam Gibson, i 

Roy Stanford, Joe 4 ee g ; 
Romano, A. C. we s ea ' 
Rucker and Mike 


Romano. 


SST QB MMS 70? cues mrooucers 


Some visitors to the booth of International Cash Register & Parts Co. at the 1955 convention 

of the Independent Cash Register Dealers Assn. L. to r.: Bob Carver, Guy Edmunds of Inter- 

national Cash Register & Parts Co.; Howard Luckow, F. M. Farrell, Lou Liss, Kyle Leeds of 
Federal Cash Register Co.; H. B. Opheim. 
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Monroe Executives 
\ 
named 
CUPLESS t Istant pens ral 
- ' | al manage! of 
FASTENER reread yg. 
NEVER EMPTY ~ NO CLIPS TO BUY! Mage eatget 


All you do is punch down 
mly and PRESTO popers ; llivan, presi 


ore securely he 1 together . 
s for itself rapidly B Williams, 


Meme LANSDALE PRODUCTS CORP. pes 
webddded 8 OX 568 LANSDALE, PA. 2 years, > D. Wilitems 


COIL SPRING STOCK | jv. vce" oe ie smnan 

| i} ’ ve ie vost of direetor oft 

Extension and Compression Ly a ' advertising is EK. 
9” and 15” Lengths skele, eiling is the new 

240 different sizes | adverti L. Montgon 

Wire diameters: .008” to .041” ry, manager, has been 
Coil diameters: .050” to .275” | «ssig wly-created post 0! 


Fred 


t 


een witl 


ies at Wash 


Illustrated price list on request 


a 
ROY B. LEE 
Box 7015, Roseville Station Research Building 
Newark - N. J. Construction has be 


I aoe 


Safeguarding privacy. per Co, to research 


I. 
2. Quieting the office. cilities, engines 
3. Better hearing—noisy places. eal departimn 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature New Machine, Old Name 
HUSH-A-PHONE The new 10-key adding 

65 amen Se- Dy Felt & “Tarrant Mfg. Co. s called 

New York 16 Comptograph. Dorr k. Felt invented a 

machine around 


al techr 
vo stor’ 
eon 


¢ 
re emt 











Comptograph adding 
PLYMOUTH 1900 but its manufacture Wis discon 
tinued to concentrate on the Con ptome 

Rubber ter. Now the new achine bears the 
Bands — 


OUTSTRETCH : ae 
OUTLAST Dictaphone Vice President 
ALL OTHERS ; 

Harry F. Jopp, secretary and treasure: 





Dictaphone Corp., has been elected a 


‘e president, it was announced 


K. Woodbridge, 
PLYMOUTH RUBBER joard. Mr. Jopp w 
COMPANY Iac., ’ I 
Centon, Mass. { secretary al 


tre 
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Eastern Corp. Sales Changes Royal’s London Director 


George W. Griffin, sales manager of D. B. Starrett, 
Kastern Corp., announced the return of president, Roval 
Roland 8S. Collins to the company’s sales MeBee Inte rnation 
staff. Mr. Collins will headquarter in al, has appointed 
Atlanta «and will cover the south and William Simpson 
southwest territories. He has been as Bell managing di 
sociated with Eastern since 1916 with rector of Roval’s 
the exception of a short interval during London. England, 
which he was connected with the Bright subsidiarv. Mr. 
water Paper Co. Joseph A. Purtell, Simpson Bell, an 
sales representative of Eastern’s Phil yutstanding repre- William Simpson Bell 
adelphia office, was transferred to the sentative. he Roval in Edinburgh 
New England district where he will head for many years and has devoted himself 
quarter in Boston. to making records, creating business and 
building Royal prestige to a dominant 
Edison Appoints Goddard position in Edinburgh, Scotland. 


Charles Howe Goddard has been ap 4, William Wilbur, formerly finaneial 
pointed assistant manager of the Voice manager for Royal’s Leiden, Holland, 
writer Division of Thomas A. Edison, subsidiary, was advanced to direetor of 
Inc., it was announced by George Ef. finanee for Roval MeBee International 
Stringfellow, vice president and = yen Peter Schutz, formerly ‘f accountant 
eral manager of the Voicewriter Di at Leiden, was named financial manager 


vision, for Royal’s subsidiary there 


“Quality above Comparison’ 


Smead’s is a ““A Quality Line” 
made by craftsmen 
When you open a Smead package 
you can depend on the Best 
* 


THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINNESOTA LOGAN, OHIO 
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Index to THE OFFICE, Volume 41, 
January through June, 1955 


Accountants Have a National Association, Why Machine, Richard L. Irwin 
Accounting, The Next Era Will Be the Age of, Maurice H. Stans 
Addressing, One-Line Tabulator, Mario Banfi & H. B. Wilson 
Administrator's Functions Are Invaluable, Business, D. C. Reijgwart 
Arithmetic Faster, Machines Teach 

Authority vs. Competence, Ben F. Gregory 

“Automatic Office” Is Still Some Years Off, Why the, Charles G. Chase 
Automation, Railroads Standardizing Paperwork for, Walter N. Norris 
Blankets, The Care of Offset, B. P. Nilles 

“Brains” There May Be, but There's No Electonic Heart, Henry G. Riter 3rd 
British Offices, Recent Developments in, Harry Ward 

British Trade, Equipment Exhibitions Have Aided, Hon. G. C. H. Chubb 
Budget Accounting, Mechanical, Jack H. Kelley 

Burglary Is Big Business 

Change: the Best is Yet to Be, Look for Constant, Homer J. Livingston 
Common Sense to Office Operations, Applying, Vincent C. A. Bitter 
Communications, The Importance of Good Company, Jackson Mertindel/ 
Computers Than Does Science, Office Needs More Complex, A. S. Householder 
Consultant, How to Choose a Management, Philip W. Shay 

Cost Control System Using Standard Time Data, A Clerical, Edmond W. McNamara 
Credit Card Plan, A Universal Hotel 

Data Integration, How Lockheed Took Its First Step in, H. Warren White 
Desk, Trust Company Designs a, Kenneth W. Moore 

Duplicating, Color in 

Electronic Processors in the Insurance Industry, A. J. Schnese 

Electronics Expansion to Be in Office Merchanization, Greatest, William J. Morlock 
Electronics, Simplify Your Routines to Prepare for, Ralph G. Sinn 
Elevators, Electronic 

Envelopes Direct to Branches, Ships, Arthur W. Clark 

Filing Production Figures, Some 

Financial Controls, Graphic, Ruth E. Cohan 

Form Reduces State's Paperwork, Redesigned Bid, C. L. Magnuson 


Feb. 
Feb., 
Feb., 


Jan . 
Jan., 
Feb. 


Apr., 


Jan., 


Forms, A Manual of Business, Wallace B. Sadouskas May, Pa 


Forms Control Program, A, Arthur W. Clark 

Forms During 1954, Many New Developments in, W. N. Ryan 

Forms Printers 

Fraud, All Out War Declared on Internal Bank, Robert H. Shepler 
Future Trends in Office Management, Some, Frank L. Rowland 
Geographical Reference Guide, A 

Graybar Cleveland Offices Are Audio-Conditioned, Wa/ter Rudolph 
Gunman, Her Desk Arsenal Routs 

Heritage Will Help Us to Face the Future, Our, C. Herbert Bradshaw 
Hoover Commission Says Government Could Save 250 Million Dollars on Paperwork 
Inside Telephone System, Planning an, Corl F. Megelin 

Inside Telephone Systems, How Business Uses, J. A. Webber 

Insurance Industry, Electronic Processors in the, A. J. Schnese 
Interdepartmental! Relations, A Plea for Improved, G. W. Howard Ah/ 
Internal Auditor's Target ls Maximum Profits, Henry 8. Davidson 
Inventory Control System in a Steel Warehouse, Richard Neumaier 
Inventory Method, A Photographic, Walter X. Brennan 

lowa City, Records Management in, Peter F. Roan 

Letterwriting Manual, GSA's 

Mailings to Stockholders of RCA, Machines Handle, Sidney Shepherd 


*This 196-page manual is bound separately and copies are $2 each 
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May, 
Jan., 
Jun., 
Jan., 
Jan., 
Apr., 
Apr., 
May, 
Jan., 
Apr.., 
Apr.., 
Apr., 
Jan., 
Jan. 
Jan., 
May, 
Mar., 
May, 
Jun., 74 
Aopr., 114 
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Make It! If We Can't Buy It—We, William G. Waggoner 

Manual, Building the Procedures, Tony Piscatella 

Manufacturers Aim to Cut Costs and Simplify Jobs, She/don F. Hal! 
Memory of Business, A Technique to Preserve the, Robert A. Shiff 

Negro Into the Office, Integrating the, Joseph J. Morrow 

NOFA Convention 

NOFA Convention in Chicago, March 20-23 

Noise Reduced in Office Below Machines 

NOMA Conference in Toronto, 36th Annual 

NOMDA Convention in Denver, June 26-29, 30th Annual 

OMAC's Annual Seminar and Business Show Opens Feb. 28 

Payroll Work, How to Use an Accounting Machine for, A. O. Harding 
Personnel Changes, One Form for All 

Railroads Standardizing Paperwork for Automation, Walter N. Norris 
Records Management in lowa City, Peter F. Roan 

Reports, Putting Presentation Power in Your, Robert Greenberg 
Schools Still Look to Business to Show the Way, Theodore Woodward 
Secretary Can Be More Effective, How Executive's, John Graves 

Shelf Files, and from Numeric to Terminal Digit Filing, Converting to, L. E, Griffith 
Space as You Do Office Equipment, Evaluate Office 

Storage, Mobile Shelves for Stationery, T. H. MacCauley 

Supervision, Training for Office, Robert C. Chope 

Systems, Service Helps Offices to Install New 

Systems Survey, 9 Steps in a, Leslie H. Matthies 

Teamwork Lower Costs, Increases Profits, Office, Pau/ E. Hense/ 
Terminal Digit Filing, Converting to Shelf Files, and from Numeric to, L. E. Griffith 
Thinking About in 1955, What Is Office Management Jan., 9; 
"Time", Today's Most Important Cost Factor Is, Ralph G. Stirling 

Too Many Places to Look!, Bery/ Batten 

Typewriter Turnover, A Simplified Record of, Harold F. Horstmeyer 
Vacation, Learning How to Take a, W. Schweisheimer 

(W)Heel, The Big, Loraine Johnson 

Worker Growth Is Stabilized, Thinks Office 


Index to New Products, 
January through June, 1955 


ACCOUNTING MACHINES Frigidaire | é 
Burroughs Corp Jan.. 146 eneral Electric Co 
National Cash Register Co Jun., 116 Raytheon Mfg. Co 


Spitzka Mfg. Co 
ASSINS MACHINES BINDING, PLASTIC 
R. C. Allen Business Machines, Inc Jun., 119 Plastic Bindi 6 
Alma Office Machine Corp fob. 1 0 eee ewe Gop 
Burroughs Corp Apr.. 149 auber Plastics, Inc 
Felt & Tarrant Mfg. Co Apr., 133 BULLETIN BOARDS 
National Cash Register Co Jan., 144 A Cork C 
B. Franklin Soffe & Associates rmstrong Cor ° 


Jacronda Mfg. Co 
ADSRESS LABELS CALCULATING MACHINES 
Dennison Mfg. Co Staiihinas Mitedtelines tm 
Penny Label Co Monroe Calculating Machine Co 
Pius Computing Machines, Inc 
ADDRESSING MACHINES Victor Adding Machine Co 
Dashew Business Machines, Inc 
Master Addresser Co CARBON PAPER 


Nettle Mfg. Co. Consolidated Ribbon & Carbon Co 
S. & M. Distributing Co 


Weber Label & Marking Systems Jan., | G CASH REGISTERS 


Clar Cor 
AIR CONDITIONING pias 
Cambridge Filter Corp CHAIRS 
Frigid, Inc. 44 Cole Steel Equipment Co 
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Cramer Posture Chair Co 
Invincible Metal Furniture Co 
B. L. Marble Chair Co 

Maso Steel Products 
Milwaukee Metal Furniture Co 
Precision Mfg. Co 
COFFEEMAKER 

Steel Products Co 


COIN HANDLING MACHINES 
Klopp Engineering, Inc 

Metal Products Engineering, Inc 
CHECKWRITERS 
Hedman Co 
Nippo Machine 
Safeguard Corp 
COLLATORS 
Cummington Corp 
Didde-Giaser, Inc 

J. Curry Mendes Corp 
Pitney-Bowes, Inc 
Thomas Collators, Inc 
COMPOSING MACHINE 
Ralph C. Coxheads Corp 


CONTROL BOARDS 
W assell 


Industry Co 


Organization Jun 


COPYHOLDERS 
Speed-Spacer Co Mar 


COPYING MACHINES—(Also see Photocopiers) 
Duplicating Products Div., Minnesota Mining 
Mfg. Co Apr., 116 
Ozalid, Div. of General Aniline & Film 
Corp May, 132 
Rotolite Co Jun., 122 
COUNTERS 


Veeder-Root. Inc Apr 
CURRENCY COUNTER 
Federal Bill Counter Co Jun 


DESK ACCESSORIES 
P. S. Murphy & Co 
Sengbusch Self-Closing 


DESKS 


Instand Co 


Corry-Jamestown Mfg. Corp Mar 
Diebold, Inc Feb 
Executive Furniture Co May 
Shaw-Walker Co Jan 
Western Mfg. Co Apr 


DICTATING EQUIPMENT 

Magnetic Recording Industries Apr 
Herman Miller Dictation Records Feb 
OTA Business Machines Div Jan 
Peirce Dictation Systems Feb., 
Talk, Inc Apr 


DIRECTORY BOARDS 
Acme Bulletin & Directory Board Corp Jan 


DUPLICATING ACCESSORIES, SUPPLIES 


Bienfang Products Corp May 
Bohn Duplicator Corp Apr 
H. O. Bullard, Inc Apr 
Codo Mfg. Corp Mar 
Columbia Ribbon & Carbon Mfg. Co Mar., 
A. B. Dick Co Apr., 133; May 
Groveton Papers Co May 


188 


Haloid Co 

Heyer Corp 

Leshner Corp 

Metal Specialties, Inc 
Merix Chemical Co 
Nekoosa-Edwards Paper Co 
Nu-Arc Co 

Speediiner Co 

X-acto, Inc 


DUPLICATORS, SPIRIT 
Copy-Craft, Inc 

Standard Duplicating Machines 
DUPLICATORS, STENCIL 
Elmer Brewer 

A. B Dick Co 

Niagara Supply Co 


ELECTRONIC SYSTEMS 

(Also see Integrated Data Processing) 
Burroughs Corp 

Electronics Corp. of America 
identification Div., Farrington Mfg. Co 
International Business Machines Corp 
Remington Rand Inc 


ENVELOPES 


Columbia Envelope Co 


FILES 

Craig Machine, Inc 
Hillside Metal Products, Inc 
Mayfair Co 

Modern Steelcraft, Inc 
Remington Rand, Inc 

Tab Products Co 

Western Mfg. Co 
Yawman & Erbe Mfg. Co 


FILES, SHELF 


W. R. Ames Co 
Borroughs Mfg. Co 
Jaco Co 

Visi-Shelf File, Inc 
Tab Products Co 


FILES, STORAGE 
Office Equipment Mfg. Co 


FILING SYSTEMS 
Fototype, Inc 
Ormegraph, S. A 
Vue-Fax Corp 


FLOORING, FLOOR MAINTENANCE 


American Floor Products Co 
Fuller Brush Co 

E. |. du Pont de Nemours & Co 
Kent Co 

Walter G. Legge Co 


FORMS DESIGN 
Baltimore Salesbook Co 
FORMS HANDLING 
Dillon-Ford Co 


FORMS PRINTING 


American Lithofold Corp 
Consolidated Business Systems, Inc 
Rubin's Corp 

Rogersnap Business Forms 


FURNITURE 
Brunswicke-Balke-Collender Co May 
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Herbert L. Farkas Co 
Modern Steelcraft, Inc 
Sico Mfg. Co 
Worden Co. 


INTERCOMS 

Inter-Communication System of America 
Rauland-Borg Corp 

Stromberg-Carlson Company 


INTEGRATED DATA PROCESSING 
(Also see Electronic Equipment) 
Commercial Controls Sem 
Monroe Calculating Machine Co 


LAYOUT KIT 


Planoramics Inc 


LECTERNS 
Kell-Mor Lectern Co 


LIGHTING 

Emeralite Co 

Sylvania Electric Products. Inc 
Verd-A-Ray Corp 


MACHINE STANDS 
Cramer Posture Chair Co 
Meilink Steel Safe Co 
Modern Steelcraft, Inc 


MAIL BAG HOLDERS 
W. A, Charnstrom Co 


MICROFILM EQUIPMENT 
Atlantic Microfilm Corp 
Hall & McChesney, Inc 
Recordak Corp 


MUSIC SYSTEMS 


Muzak Corp 
J. P. Seeburg Corp 


NAME PLATES 


Acme Bulletin & Directory Board Corp 
C & H Supply Co 
Spear Engineering Co 


NUMBERING MACHINES 


American Numbering Machine Co 
Bates Mfg. Co., 
R. A. Stewart & Co 


OFFSET EQUIPMENT, SUPPLIES 


Alum-O-Lith, Inc 
American Type Founders 
Colitho Div., Columbia Ribbon & Carbon 
Mfg. Co Feb., 148 
Ralph C. Coxhead Corp 
Davidson Corp 
Jan., 164; Apr., 117; May, 127 
A. B. Dick Co 
Eastern Corp 
Fototype, Inc 
M. P. Goodkin Co 
Haloid Co 
Harris-Seybold Co 
Magnet Litho Supply Corp 
Michael Lith, Inc 
NuArc Co Apr 
Ozalid Division of General Aniline 
& Film Corp 
Pemberton Printing Co 
Photcstat Corp 
Polychrome Corp 
Portland Co 
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William Recht Co 
Roll-O-Graphic Corp 

Schaefer Industries 

PAPER PUNCH 

New England Paper Punch Co 


PAPER ROLLS 
Rittenhouse Paper Co 


PAPER SHREDDER 
Industrial Shredder & Cutter Co 


PAPER STOCK 

L. L. Brown Paper Co 

W. C. Hamilton & Sons 
Hollingsworth & Whitney Div 
Millers Falls Paper Co 
Radiant Color Co 

Wauseu Paper Mills Co 
Byron Weston Co 


PARTITIONS 


Arnot Jamestown Div., Aetna Steel Products 


Corp Apr 156 
Irwin Casper, Inc 
PENCILS, PENS 
American Pencil Co 
Empire Pencil Co 
David Kahn, Inc 
Parker Pen Co 
Reliance Pencil! Corp 
PHOTOCOPIERS 

(Also see Copying Machines) 
Addo Machine Co 
American Photocopy Equipment Co 

Mar 124 

Copease Corp 
Copy-Craft, Inc 
Cormac Industries, Inc 
Hunter Photo Copyist, Inc 
F.G Ludwig Inc 
POSTAL SCALE 
Pelouze Mfg. Co 


POSTING EQUIPMENT 


National Blank Book Co 
Posting Equipment Cort 


PRINT DRYERS 


Fedco Products 
Simplex Specialty Ce 


PRINTING PRESSES 
Sigwalt Mfg. Co 

SAFES 

Meilink Steel Safe Co 
SHELVING 

Irwin Casper, Inc 

Dolin Metal Products, Inc 
Walter Haerte| Co 
SHIPPING EQUIPMENT 
Gerrard Stee! Strapping Div 
SORTERS 


Kohihaas Co 


Jun 
May 


May 
Apr 
May 
Apr., 
May 





SOUND CONTROL 


Gates Associates 


STAPLERS, ELECTRIC 
Bates Mfg. Co 


STATIONERY ITEMS, SUPPLIES 


Barclay Industries Corp 
Barrington Associates, Inc 
Bates Mfg. Co 

Bernay Products Co 
Bull's Eye Products Co 
Fred Baumgarten 
Carter's Ink Co 

L. D. Blehart Co 

Evans Specialty Co 
Everprint Products, Inc 
C-Thru Ruler Co 

Douglas Homs Co 
Labelon Tape Co 

Lipton Mfg. Co 

Maple Leaf Mfg. Co 
Minnesota Mining & Mfg. Co 
Office Products, Inc 
Perma Products Co 
Phillips Process Co 
Charies C. Smith, Inc 
Weldon Roberts Rubber Co 
Speed-O-Calc, Inc 


SURFACING MATERIAL 
General Electric Co 


TABULATING EQUIPMENT 


Monarch Metal Products, Inc 
Remington Rand, Inc 

Tab Products Co 
Underwood Corp 

Wassell Organization, Inc 
Wright Line, Inc 


TELEPHONE AMPLIFIER 


Metronics, Inc 


TIME RECORDERS 


International Business Machines Corp 


TIMBERS FOR MACHINES 
Heat-Timer Corp 
Machine Timer Co 


TYPEWRITERS, AUTOMATIC 
American Automatic Typewriter Co 


TYPEWRITERS, ELECTRIC 
Underwood Corp 


TYPEWRITERS, OFFICE 

Addo Machine Co., Inc 

R. C. Allen Business Machines, Inc 
Remington Rand Inc 


TYPEWRITERS, PORTABLE 
Alma Office Machine Cor 
Metropolitan Typewriter Co 
Remington Rand, Inc 
Underwood Corp 


TYPEWRITER EQUIPMENT, SUPPLIES 


Buckeye Ribbon & Carbon Co 
Columbia Ribbon & Carbon Mfg. Co 
Wilhelm Dreusicke & Co. K-G Jan. 172 
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Michael Frumkin 

Gray's Limited 

J. J. Kennedy Corp 

Pear! Engraving Corp 

Remington Rand Inc 

Rochester Ribbon & Carbon Co 
Underwood Corp Apr., 140; 


UPHOLSTERY MATERIAL 
United States Rubber Co 


WASTEBASKETS 
Nesco Inc 


WASTEBASKET SCRUBBER 
Fuller Brush Co 


WATERCOOLERS 
Cordiey & Hayes 
Ebc. Mfg. Co 
Uniflow Mfg. Co 
WATERMARKING 
Guaranty Paper Co 


WIRING SYSTEMS 


Wiremold Co 
Feedrail Corp 





THIS VOLUME INDEX 
WILL SAVE YOUR TIME 





BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not soid singly) to 
Office Publications Co., 232 Madison Ave., 
New York 16. 
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TRAINING PERSONNEL FOR THE COMPUTING 
MACHINE FIELD edited by Arvid W. Jacobson. 
Wayne University Press, Detroit 1, 104 pp. $5 
The proceedings of the first conference 

prob 


on the educational and 


brought about DV 


nanpower 
lenis installation 


electronic ¢0 nputers 


ment. 


HOW TO PREPARE AND USE JOB MANUALS by 
Varguerite Holbrook Watson. UW illiam-F rederick 
Press, 313 W. 35th St... New York 1, 38 pp., $1 
How to minke i 


1] 


MEASURING Tit 
Eust 


PLANNING, MANAGING AND 
BUSINESS. Controllership Foundation, 1 
find St., New York 17, 62 pp., $2. 


This case study of management plar 
Rleetrie Co, 


eoordinat 


control at General 


that 


ning and 


tells 


with 


how function Is 


Cot pans philosophies, pol 
rganization, It explains the us 
cial staff skills 
of the company in 
control 


and consulting s 


group planning a 
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HANDLING OF PAPERS 


In every procedure 


work can be processed or filed, the forms 
paper or media must be handled in some 
manner to arrange or sort it preparatory 
for its most efficient processing. This pre 
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AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in 
jurious to machines. Practic 
ally odorless Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog! 





SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 galion 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Galion Drums of AUTOCOPY 
Duplicator Fluid 


Our lithograph cans or your own can 
—you supply the labels. Write now for 
our special discount sheet 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N.Y 
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0 to! you are losing money 


in at least one of these departments! 


in just 30 seconds ... Thousands of 
companies hove fond eow seg 
analyzing their costly paper 
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ORDER-BILLING Check to see how many euleat om are now necessary. Count how many times your 
customers’ names are re-typed, or re-written before final invoice or filing of completed form. If 
more than once you can save time and money with a DITTO One-Writing System 








CI 


PRODUCTION How many typings are you making to produce shop orders, material requisitions, 
labor tickets, move tickets, load tickets? You'll speed production, increase efficiency and profits 
by using the DITTO One-Writing System. 





PURCHASING RECEIVING How many times is your basic purchase information typed to produce 
bid requests, purchase orders, receiving reports and debit memos? ff it is more than once, you 
can save money and time with DITTO One-Writing System. 








PAYROLL Are you still writing and re-writing to produce payroll lists, 
checks, earnings records? With DITTO One-Writing Payroll Method 
every detail of an employee's pay, including deductions, reproduces from 
the DITTO Master to the payroll copies without re-writing. Errors 
are avoided, time and money is saved. 








INVENTORY CONTROL Check and see how many people are required 
to keep your inventory control. See how many times the same 
information is being re-written or re-typed. Every re-writing is an 
opportunity for savings with the DITTO One-Writing System. 





MAIL COUPON OR WRITE ON YOUR LETTERHEAD FOR ACTUAL 
CASE HISTORIES OF SAVINGS IN YOUR PARTICULAR TYPE OF 
BUSINESS OR DEPARTMENT 


DITTO, incorporate? 635 S. Oakley Blvd. Chicago 12, Ill. 
In Canada: DITTO of Canada, Ltd., Toronto, Ontario 
in Great Britain: DITTO Britain Ltd., London, England 


At no cost or obligation please send me information on how you can 
save us money, time and effort with DITTO One-Writing System for 


——Order Billing ___Production__ Purchase-Receiving__ Other 
~.Payroll___inventory Control__-Hospital Admittance 


Name, position 





Company _ 
Address 








County_____ State__ 
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5-DAY TRIAL! 


High-speed, simple ten-key operation 


People in your business who’ve Write on your business letterhead 
been using adding machines for to Unde rwood Corporation, Dept. 
years tell us they’re amazed by D-16, One Park Ave., New York 
the Underwood Sundstrand. It’s 16, N.Y., fora five-day FREE trial 
the fastest, easiest machine they of the Underwood Sundstrand. 
have ever used. And tests proveit’s Use it in your own office on your 
the most dependable. But you be own work with your own opera- 
the judge! tor. There’s no cost or obligation 


UNDERWOOT 





